











Paperwork Erects a Building (see page 53) 





There should be at least 
one in every office! 


Typing shortcuts — 
time and trouble savers! 


This handy, pocket-size 24-page brochure is 
packed with practical suggestions, typing 
methods, tips and shortcuts. Whether you're 
an expert typist or a beginner, you'll find it 
mighty useful. Clip this to your letterhead 
giving the number of copies you can use and 
send to Smith-Corona Dealer or Branch Office 
(See your Classified Directory). 

Offered you without cost 

or obligation 
by the makers of the — 


Smith- 
Corona 


OFFICE TYPEWRITER 


The new Smith-Corona is tomor- 
row’s typewriter here today. For 
example, see Page Gage demon- 


strated. This amazing feature LC SMITH & CORONA TYPEWRITERS INC SYRACUSE 1NY 

e Canadian factory and offices, Toronto, Ontario. Makers 
takes the guesswork out of pag also of famous Smith-Corona Portable Typewriters, Add- 
end typing. ing Machines, Vivid Duplicators, Ribbons and Carbons. 
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Instructions 
mounted on 
machine — 

all controls 
clearly marked 


Completely new 


A. B. DICK SPIRIT DUPLICATOR 


— meets demand for low-cost copies—for daily 
or infrequent use—makes everyone an expert 


Sales of the new A. B. Dick spirit 
duplicator have doubled and then re- 
doubled the forecast. Why? It could 


be the genuine ease of operation this . 


machine affords. Seven out of eight 
who have never used a duplicator be- 
fore learn how to produce _ profes- 
sional-looking copies in less than five 
minutes. It could be such features as 
the visible fluid supply and the large 
capacity feed table that loads up to 
225 sheets with the flick of a lever. It 
might be the fine legibility of the 
copies—sharp and clear from first to 
last and delivered face up in the 


A.B DICK 
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receiving tray. It could be the sturdy 
construction that means day in and 
day out dependability of this machine 
and the fact that it is always ready. It 
could be the smooth styling by Walter 
Dorwin Teague. There are scores of 
reasons for the instant popularity of 
the completely new A. B. Dick spirit 
duplicator. For more information 
without obligation, simply mail the 
Information Coupon below. 


eeoeeerseeseeseeseseseeeees 
INFORMATION COUPON 


s 

o 

- For more information about the 

» new A. B. Dick spirit duplicator, 
simply clip the coupon to your 
letterhead. Add your name and 
mail to A. B. Dick Company, 
5700 Touhy Avenue, Chicago 31, 
Illinois. 0-6 





You're right, young lady . . . You don’t 
have to pound envelope flaps to get them to 
seal . . . not if you use the new Gilbert 
Envelope Bond. You see, Gilbert Envelope 
Bond is a special type of paper. It gives you 
all the crisp quality and sparkling appear- 
ance of new new cotton fibre content, yet 
the moistened glue sticks to it firmly at the 
first touch. There’s no curling . . . no spring- 
backs, and Gilbert Envelope Bond stays 
sealed until opened at its destination. 
And that’s not all... The gleaming white 


of Gilbert Envelope Bond has unusual opac- 
ity . . . protecting its contents from any 
snooping. It lies flat and works perfectly on 
high-speed mailing machines, too. 

For a perfect team, use a Gilbert Bond 
for your letterheads and a matching Gilbert 
Envelope Bond for your envelopes. Ask 
your printer, lithographer, or engraver to 
show you samples. 

There are four grades 
of Gilbert Envelope 
Bond: 


Lancaster Envelope Bond... 100% new cotton fibre 
Radiance Envelope Bond . . . 75% new cotton fibre 
Resource Envelope Bond . . . 50% new cotton fibre 
Gilbert Envelope Bond . . . 25% new cotton fibre 


Gilbert — America’s most complete line of quality business papers, 
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Quit Being 
Just a 
File Clerk 


A. Devaney, Inc., N.Y. 


OW often have you heard something 

like this, in muttered undertones of 

course? “Humph! Who does he 
think he is? First the outfit can’t get 
along without him. Now he’s got to have 
special files, custom built to suit him. 
And to heck with everybody else. He 
ought to hire a magician, not a file 
clerk.” Ever hear that before? If you’re 
head of a records department or a 
records manager and haven’t heard 
words to that effect, somebody ought to 
start a case history on your: organiza- 
tion. Providing for special reference 


needs within any system of centralized 
files is a real problem. It cannot be 
shrugged off as a peculiar quirk of 
human nature nor is it peculiar to 
VIPs. The accounting clerk down the 
hall may not be able to sling his weight 
around the organization as_ effectively 
as the first assistant vice president, but 
he may have special reference needs 
just the same. 

Assume that you are a file clerk who 
would like to reflect credit on your 
organization, thereby raising the esteem 
with which your superiors regard you. 
Assume further that you would like to 
up your income. How do these things 
happen to “just a file clerk”? They 
don’t. You have to make them happen. 
That upper-level decision someday as 
to whether vou are to remain just a 
file clerk, content to mutter and fuss with 
batches of papers, or whether you are 
made of better stuff, worthy of wider 
horizons, may be decided on the basis 
of what you have done about the special 
reference problems of your organization. 

It takes imagination and considerable 
ingenuity to appreciate the special 
problems of individuals and solve those 
problems within the framework of ap- 
proved procedures which represent the 
greatest good for the greatest number. 
It is a challenge and if you meet it you 
can soar above mediocrity. If you can’t 
you will begin thinking that maybe you 
ought to get out of the file business and 
try some other field that offers more 
chance for advancement. Filing is one 
of the most rapidly expanding fields 
in modern management. It is a field 
which by its very nature does not pro- 
duce well qualified specialists overnight, 
though the need for them is urgent. 
Improved techniques in records prepara- 
tion during the last 25 years have 
literally covered us with papers largely 
of undetermined value. 

A fellow comes to you. You barely 
know him as a minor official of the or- 
ganization. He says that he has to make 
a swing around his territory next week 
and will need certain specified docu- 
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BEN F. GREGORY 
Office Methods Staff, Tennessee Valley Authority, Chattanooga. 


ments from the file to take with him. 
He enumerates the files he will need and 
unless you are careful he will stand 
around waiting for you to collect them 
so that he can stuff them into a brief- 
case or folder and be done with it. 
This man will want to feel important to 
his subordinates or clients whom he 
will visit on his trip. He would like to 
leave the impression that his time is 
valuable. Whether it is or not is im- 
material. He’d like to leave the im- 
pression that he, as well as his organiza- 
tion, keeps his daily affairs in con- 
stant order. You ask him for his 
itinerary and say that you will deliver 
the records he needs to his office as soon 
as you can assemble them. In most cases 
you will be able to assemble the records 
in the same order in which he will make 
his stops. After you have done this, in- 
sert a divider sheet in his “trip file” for 
each stop, attach a transparent tab 
containing the stop name on the right 
hand edge of the divider, bind the whole 
file in a neat, convenient binder and 
attach a gummed label containing the 
name and address of your file promin- 
ently on a good stiff front cover. If 
vou want to follow the practice of hotels, 
you ean add a guarantee of return 
postage. The reason for labeling the 
outside cover of the trip file is that he 
is as likely as not to leave it lying on 
the desk at one of his stops and, if he 
never remembers where he left it, it ean 
be identified and will eventually return 
to you by mail. 

When you deliver the trip file to your 
official, explain why you have assembled 
and identified it the way you have and 
ask him to let you know how it works 
out in the field. Chances are that when he 
gets back he will begin tapping out his 
message on the grapevine about your 
ingenuity and foresight. You already 
know how quickly and effectively that 
instrument of office communication 
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works. But don’t rear back on your 
laurels. You’ve just begun to climb out 
of the rut. 

One of the most troublesome problems 
any file operator or records manager 
ever had is to solve the constant pres- 
sure from individuals and units he 
serves to build up “intact files” on 
abstract subjects. Some people call them 
“board files” or “case files”. Many in- 
dividuals want all files in their particu- 
lar field, regardless of the subject matter, 
bound on an Acco board or similar bind- 
ing with a metal fastener in strict date 
order. When they want a file, they want 
all of it and sudden-like. They do have 
a point; but let’s see what the ramifica- 
tions are. 

Generally, the only type of record 
material which should be bound is the 
documentary file, accumulated and used 
under either a name or a serial number. 
It has no relationship to any other file 
and is a complete entity in itself. More- 
over, it is likely to contain records of 
half a dozen different sizes which if 
allowed to remain loose can easily be- 
come lost or misplaced in handling. 
Some good examples of this type of file 
are employees’ personal history files, 
vendors, and customers’ files, procure- 
ment, voucher, and legal case files. 

The real problem lies in general 
correspondence files which is where, in 
many cases, the thin thread of organi- 
zational policy is recorded before it be- 
comes strong enough to emerge from the 
big boss’s office as a printed declaration. 
Significant, far-reaching administrative 
actions nearly always begin with ex- 
ploratory correspondence, or the minutes 
of meetings where the possibilities are 
thrashed out in conference. For the 
most part neither does the file clerk, nor 
the originator or recipient of these 
records, have a clear idea of the import 
the records will ultimately have. Ideas 
in the formative stage tend to beget 





offspring of questionable heritage. No- 
body knows for sure where, how, when, 
or by whom they were sired. In corre- 
spondence files it is the interrelation- 
ship of different kinds of records which 
makes it unwise to try to build intact 
files of abstract subject matter. It can 
be done, of course, by making enough 
carbon copies to put one copy into each 
file to which it is or may in the future be 
related. But the expense of this ean reach 
a staggering figure and it is this ex- 
cessive cost which your flexible cen- 
tralized file is designed to avoid. 

Here is a dilemma. The big boss 
wants you to build him an intact file on 
that new research project. You know 
beyond a doubt that some of the material 
in it will have to be used in connection 
with other subject files. How can you 
tell him he can’t have his intact file un- 
less he wants the rest of the organization 
to be denied the use of some material? 

A good fighter rolls with the punches. 


Your chin isn’t the Rock of Gibraltar. 


Don’t dare your boss to try to move it. 
Consider the situation. The boss has 
some VIPs around his conference table 


almost every day. Look how much his 
time is worth per hour. Then look at 
the cost per hour of your own or your 


typist’s time. Wouldn’t it be better to 
spend a typist’s or a photocopyist’s time 
making copies of material for the boss’s 
intact file than for him to have to spend 
a half-hour waiting for you to assemble 
his material from a general-use file? He 
will get awfully irritated while he’s 
waiting, particularly if he’s holding up 
a toll call while you’re feverishly getting 
his file assembled. 

Once you determine that an intact file 
is unavoidable, you can usually arrange 
with the office secretaries concerned to 
prepare an extra copy for that file when 
they prepare or copy correspondence or 
other record material which should go in 
it. But of one thing you must be sure: 
don’t let any record copies go into the 
intact file. If you do, you’ll have your- 
self a time getting them back into the 
right places after the boss is through 
with them. Other people in the organiza- 
tion will be needing them for reference 
while they’re tied up in the boss’s office 
or while he has them on a trip. If you 
build your intact files out of extra copies, 
you ean always be sure that they are 
completely disposable as soon as the 
special purposes of their creation have 
been fulfilled. In the meantime, you 
won’t have other employees of the or- 
ganization raising cain generally, and 
with you in particular, because they 
ean’t get certain records when they need 
them because they are tied up in an in- 
tact file and are not available at the 
moment. 

Here is another problem common in 
all organizations where files have bee 
centralized to reduce filing costs. Work 
files are classed as those of interest to 
only one person or.small unit of organ- 
ization and must be kept literally at 
arm’s length from the users at all times. 
They are not normally subject to refer- 
ence by anyone else. They may comprise 
a segment of the organization’s perman- 
ent records or be entirely disposable after 
some simple action has been completed 
or they may be a combination of the 
two. Don’t try to force them into an 
established system of central files. Let 
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Great for the girl 


in your branch office 


-e-and for small business too! 


The electric RS , 
for larger mailers, 
stamps and seals E 
175 letters a minute Voss 
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e She doesn’t have to buy, account for, 
lock up, lick and stick old-fashioned 
adhesive stamps...always has the right 
denomination of stamp needed... 

And she saves time and effort in mailing 
when she has a DM! 


e The DM is a desk-model postage meter 
... prints postage, any amount for any 
kind of letter, directly on the envelope, 
with a dated postmark—and your own 
small ad, if you like. Has a moistener for 
sealing envelopes. Even provides postage 
for parcel post! 

e@ The meter protects postage from 
damage, loss, theft. Shows postage 
available, and used, on visible registers. A 
big convenience in any office! Larger 
models for larger mailers. Call the nearest 
PB office today for a demonstration. Or 
send the coupon for free illustrated booklet. 


FREE: Handy wall chart of Postal Rates 
for all classes of mail, with parcel 
post map and zone finder. 


PiTNEY-Bowes %*} 


Postage 
Meter 


Offices in 93 cities 
in U.S. and Canada 


PitNEY-BowEs, INc. 
3425 Paciric St., STAMFORD, CONN. 


Please send free (_) booklet, [1 wall chart to: 


Name lie 





Firm 


Address 














your purchasing agent keep his re- 
quisition file in or right beside his desk. 
Let your property custodian keep his 
accountability cards where he can get 
to them instantly. Let your engineers 
keep their maps, blueprints and tracings 
close at hand. It makes sense. 


Acquaint yourself generally with the 
kinds of records kept in work files and 
know how you can find requisition num- 
ber 102,688 in the agent’s file if it’s 
needed in a hurry while he is out to 


lunch or out of town. Visit the ecus- 
todians of work files from time to time 
to see if you can suggest a better ar- 
rangement of the material for reference, 
more suitable equipment or any other 
improvement. Don’t ever agree to 
operate work files as parts of a central 
file. 

Small field office files are another 
problem. It is usually harder to get your 
teeth into this one than into some of the 
others. Its solution on a sensible, inex- 
pensive basis will add another feather to 
your organizational war bonnet. 

One of your company’s field represen- 
tatives is in town for a few days’ con- 
ferences in the home office. On a guided 
tour of your building, he is casually 
introduced as he is shown the head- 
quarters general file where you work. 
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If you keep a neat-looking file, chances 
are he will tell you he wishes you'd 
come down someday and help him with 
his file. He is the only person in his office 
with no clerical help. His file system is 
homemade. He says he has been mean- 
ing to go through his file some rainy 
day and throw away a lot of the old 
papers, but somehow it never rains. His 
file has grown so big he ean’t find what 
he needs in it as often as not. 

Most small field offices are still keep- 
ing letters and other similar stuff which 
should have been thrown away years ago. 
Most of this material is poorly organized, 
if at all. No criteria exist, either for its 
orderly retirement or disposal when it 
becomes noncurrent or for its organiza- 
tion while it is useful. But to turn just 
anybody loose, carte blanche, in a file 
to destroy records with no broad know- 
ledge of their administrative values or 
their relationship to other records of 
an organization, is to invite trouble. 

If your man’s field office is within a 
day’s drive, round trip, of your head- 
quarters, see if you can arrange with 
one of your headquarters people to let 
you ride with him to the field office the 
next time he goes there on company 
business. While your two professional 
men are in their huddle, make a list of 
the file material in the field office which 
you think can and should be destroyed. 
Pull samples from the file and number 
each sample with the corresponding item 
number on your list. At the same time, 
list separately the subjects of material 
he will need to keep indefinitely. Get him 
to sign his approval on your list of 
disposable materials. If higher approvals 
are necessary under company policy, run 
the list through all the necessary chan- 
nels. See that each necessary approval is 
by signature, not just verbal. Never ac- 
cept a verbal O.K. on any disposal of 
file material. If you do, you'll be left 
holding the bag every time some record 
can’t be found. If his own signature is 
all that’s needed, you can destroy the 
files listed while you’re there. If you do, 


(Continued on page 142) 
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FREE o% OFFICE EXECUTIVES 


EAGLE-A’s unique new 


LETTER PLACEMENT GUIDE 


... helps your secretary improve the 
appearance of your letters! Slips into 
typewriter under letterheads... helps 
typist set correct margins and center 
every letter perfectly. Cuts down re- 
typing... saves time and paper. Write 
for your copy and free Sample Kit of 
Eagle-A Papers—use coupon below. 


Exclusive feature...with these fine boxed papers: 
EAGLE-A 


COUPON: 
BOND (100% Rag Extro No. One} 


EAGLE-A AGAWAM: 

BOND, ONION SKIN (100% Rog! 
EAGLE-A CONTRACT: 

BOND (75% Rog) 
EAGLE-A ACCEPTANCE: 

BOND (50% Rag) 


EAGLE-A TROJAN: 
BOND, ONION SKIN, 
MANUSCRIPT COVER (25% Rag! 


EAGLE-A QUALITY: 
BOND, ONION SKIN, 
MANIFOLD (No. One Sulphite) 


EAGLE-A TYPE-ERASE: 
(Rog Content) 


CLIP THIS COUPON TO YOUR LETTERHEAD 
American Writing Paper Corporation 
Holyoke, Mass.,Dept. 0-3 


EAGLE-A a BOXED [iieemedtrerite estes 
TYPEWRITER PAPERS 





Do You Have Correct Home 
Addresses of All Employees? 


HARRY H. LeMIEUX 
Analysis Dept., Johns-Manville Corp., New York. 


O make certain that all employees 

receive copies of our monthly news 

magazine, the general offices decided 
to mail it directly to their homes. Ac- 
cordingly, they requested the industrial 
relations of the various locations to sup- 
ply them with up-to-date and accurate 
mailing lists. At our plant location, this 
request posed a problem. While the 
nearly 3,000 individual personnel folders 
were up-to-date in regard to other data, 
the employees’ addresses definitely were 
not. There had been no specific need 
and we had not undertaken a general re- 
vision in over two years. 


The industrial relations manager 


brought his problem to a weekly staff 
meeting. The payroll supervisor, having 
in mind his own problem of mailing out 


W-2 forms at the end of the year, 
offered the suggestion to put on the 
employees themselves part of the burden 
of making current our record of their 
addresses. 

He suggested the weekly paycheck be 
used to obtain correct addresses. The 
paychecks of a pre-determined week 
would be rubber-stamped on the reverse 
side, asking the employee to write in his 
home address when endorsing his check. 
Then when the bulk of the cancelled 
checks were returned from the bank, the 
tabulating department would punch ad- 
dress cards directly from the back of the 
checks, there being no need to sort the 
checks first. The tabulating department 
agreed to give every supervisor a list of 
his people whose addresses were missing, 
to include employees who had not 
written in their addresses, those whose 
addresses were illegible and those whose 
checks had not yet cleared the bank. 
Supervisors promised to obtain all miss- 
ing addresses by direct contact and the 
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experiment was begun. 

Timing was carefully planned. We 
selected a week that would meet two 
requirements: a week of high attendance 
and a week that would result in the re- 
turn of the cancelled checks during a 
slack period in the payroll department. 
The rubber stamp was imprinted at the 
top of the, reverse side of the check, 
where the employee normally puts his 
endorsement and where it would be un- 
likely that he’d not see it. Three blank 
lines were included on the stamp to pro- 
vide for his name, street and city. In 
order not to have the written addresses 
obseured with cancellation stamps, we 
contacted our bank. They were most 
cooperative in confining their cancella- 
tions to the opposite end of the check. 

Two weeks later, when the cancelled 
checks were returned from the bank, 
the employees’ numbers, names and ad- 
dresses were punched on _ tabulating 
ecards. Then the cards were machine 
sorted by employee number and collated 
with the current payroll master cards. 
The sorting process produced two packs 
of selected cards. One deck represented 
the cards punched from the cancelled 
checks for which there were no payroll 
master cards. These were the employees 
who had been separated since the ex- 
perimental week and, because their ad- 
dresses would not be needed for this job, 
the cards were laid aside. The other deck 
of selected cards were unmatched pay- 
roll master cards which represented the 
employees whose addresses were missing. 
Since these master cards conveniently 
contained the employee’s name and de- 
partment number, they were sorted by 
department and lists run off. The lists 
were distributed to the various super- 
visors who promptly obtained the miss- 
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Invincible Metal Filing Cabinets 
are built better — to last longer 


Each drawer channel is spot welded directly to the 
cabinet side — making side and channel virtually 
one unit. Provides maximum cabinet reinforce- 
ment plus rigid drawer support . . . more load- 
bearing surface — eliminates weave and wobble. 


Built better to last longer! That’s why 
Invincible filing cabinets provide utmost 
economy, durability and satisfaction. The 
unique method of reinforcing sides with 
case channels assures maximum strength 
and rigidity. What's more, the heavy-duty, 
cradle-type side suspension combines with 
ball-bearing rollers to assure smooth, silent 
roller action at slightest touch. Compres- 
sors pull up firmly, lock securely, provide 
greater usable drawer space. 
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The complete line of INVINCIBLE filing cabinets 
includes desk high, counter high, standard four 
drawer or five drawer units. Letter or legal size 
drawer types — with or without lock. Exclusive 
concealed safe unit also available. 


You'll get longer life — more lasting 
satisfaction with Invincible filing cabinets. 
Write for details. 


OFFICE EQUIPMENT 
FOR BETTER BUSINESS LIVING 


Invincible Metal Furniture Co. © Manitowoc, Wis. 
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Interleaved typewriter 
paper and one-time 
carbon in either Shake 
Out or Pull Out Style. 
Both are designed with 
the typist in mind. 


SHAKE OUT PULL OUT 
»; : 
ot 

Learn the Advantages — Use Coupon 


| PORT HURON SULPHITE PAPER CO. 
PORT HURON, MICHIGAN 
[] Please send working samples, 
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ing addresses and returned them to the 
payroll department. Cards for these 
addresses were punched and collated in 


| sequence with the others to complete the 


| numerical roster of all active employees. 


To make the job of future mainte- 


| nance easier, the general offices had spe- 


cified alphabetical lists. This stipulation 


| fitted in with our plans to revise our 
| 3,000 personnel folders and mailing 


stencils, since both sets of records were 
also kept in alphabetical sequence. Ad- 
dress cards, still in employee-number 
order, were again matched with the pay- 
roll master cards. Alphabetical sequence- 
codes, together with department codes, 
were mechanically transferred to the 
address cards. After sorting the address 


| ecards on the sequence code, an alphabeti- 


eal list of all employee addresses was 
prepared in duplicate. One copy was 
sent to the general offices; the other was 
used first to revise mailing stencils and 
then to bring personnel records up-to- 
date. Once more the cards were re- 
shuffled and department lists were pre- 
pared for the plant supervisors. The 
ecards themselves were filed to be used 
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Write for this booklet today... 
You are invited to investigate these precision 
made, low cost standard accounts receivable State- 


ments and Ledgers . . . designed to fit most types 
of desk model accounting machines. 
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; Company 

BUSINESS FORMS SINCE 1866 

SAF ORs; owl °o 

SALES OFFICES IN MOST bing bicthe Atcalie 


; 
i 
' 
' 


THe Orrice—June, 1953 


Reynolds & Reynolds specializes in the manufac- 
ture of top quality, custom made Statements and 
Ledgers designed to your individual requirements. 
Fill in and mail the coupon today! 


: i 
The Reynolds & Reynolds Co. 
600 Germantown St. 
Dayton 7, Ohio 
Please send the free, inf ive beoklet on Rey 
Accéunting Machine Statements and Ledgers 





Make of Machine 
Name 
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for printing addresses on W-2 forms at 
the end of the year. 

To the employee who has been putting 
off notifying you of an address change, 
the rubber stamp method not only serves 
as a reminder, but provides him with 
a simple means of transmitting the 
change. In our experience, 90% of the 
employees complied with our request. 
This percentage, of course, included a 
small number whose addresses were 


Sample of the rub- 
ber stamp used on 
paychecks to obtain 
employees’ correct 
home addresses. 


illegible. As to the 10% who did not 
write in their addresses, we later deter- 
mined the chief reason was that their 
addresses had been permanent for a 
number of years. With the appropriate 
changes in technique, mainly the sub- 
stitution of hands for machines, it would 
appear that this method of revising old 
mailing lists, or preparing new ones, 
could be applied equally well in busi- 
nesses not having tabulating equipment. 

















50¢ RETAIL 


® TYPE CLEANER 


Stationers write: 


16 
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INT 


a photocopy machine 


Photocopies in 
seconds without 
camera, darkroom 
or trays, from 
white or colored 
originals; single 
or double side; 
transparent mas- 
ters for diazo or 
blueprints; tis- 
sue for air mail. 


NOTE: 


Dealer franchises in 
some cities still open 


oh 


CARBON PAPERS 

INKED RIBBONS 
DUPLICATING EQUIPMENT 
DUPLICATING SUPPLIES 
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UNIQUE ADVANTAGES 


Non-metallic construction prevents corrosion 
Closes tight when not in use 


Solution “keeps” in machine 30 days or 
until 200 copies are made 


Simple and easy to clean 
Copies from books without removing pages 


105 CHAMBERS ST., NEW YORK 7, N. Y. BA 7-4150 


I want to know more about Photorapid 


NAME 








FIRM 





ADDRESS 
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UNTIL YOu SEE the new 





Ox original founders insisted from the 
very beginning that trading down to competitive 
levels was putting the cart before the horse. 
Make intrinsically superior products and watch them 
find their own markets — was their idea, and still is 
our idea. We put first things first. 


Prnanaseaven Ribbons and Carbons 
are blueprinted and manufactured by skilled 
technicians cleaving to a careful formula — 
no guesswork, no mass-production conces- 
sions, no deviations from our time-honored 
custom ... Quality First! Thus do PANAMA- 
BEAVER materials hold the favor of execu- 
tives, secretaries and purchasing agents 
who measure economy by results! 


0 


4, 


4 Ps 
shpat vA 4 
SH: Ub Ww 


¢ Ml ¢ offucuency 


/ / “f 
highest Y Ualy 


/ 
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PANAMA-BEAVER 
LOU Cas 


Cir 


Coast to Coast Distribution 


MANIFOLD SUPPLIES Co. 


188 Third Avenue 


Brooklyn 17, N. Y. 


HECTOGRAPH UNI-MASTERS INKED RIBBONS 


things first 





NO SEALING PROBLEMS 


WITH THESE BOND ENVELOPES 


Academy 
Acceptance 
Advance 
Advocate 
Agawam 

Artesian 

Atlantic 
Brightwater 
Brightwater Script 
Brown’s Linen 
Brown’s Fine 
Certificate 
Chieftain 
Clydesdale 
Cockletone (Hammermill) 
Cold Springs 
Congress 

Contract 

Coupon 


Defiance 
Delvelope 

Densor 25 Opaque 
Densor 50 Opaque 
DeVinne Smoot 
Diamond 
Edgemont 
Edgeworth 
Empire 

Esleeck Air Mail 


Ezerase 
Fineweave 
Forward 
Greylock 
Guardian 
Hammermill 
Hammermill Cockletone 
Hamilton 
Hamilton Script 
Heritage 
i esi 4 
Holmesdale 
Keith 
Laconia 
Lenox 
L’Envoi 
Linen Record 
Lynflax Parchment 
Management (Hammermill) 
Merit 
Millbrook 
Millers Falls 
Millers Falls 
Opaque Parchment 
Neenah 
Old Council Tree 
Old Deerfieid 
Old English 
Old Hampden 








Now all your bond paper stationery — 
from 100% rag to sulphite — can have 
perfectly matching envelopes that seal 
perfectly every time . .. thanks to GRIP- 
QUIK, the special U.S.E. seal flap gum 
that really seals bond envelopes. 

But you'll find GRIP-QUIK only on 
envelopes made by U.S.E. Look for this 
insert in every box of bond envelopes 


you buy. 








Old Hampshire 
Old Treaty 
Parsons 
Parsons’ Scotch 
Linen Ledger 
Permanized Parchment 
Permanized Opaque 
Plover Bond 
Plover Letter 
Quality 
Ravelstone 
Research 
Shelburne 
Strato Air Mail 
Success 
Surety 
Surrogate 
Titan 
Trojan 
Valley Forge 
Valley French 
Victoria 
Volume 
Weston Bond 
Weston’s Opaque Script 
Whippet (Hammermill) 
White Crest 
Winchester 


SPRINGFIELD 2, MASSACHUSETTS 
14 Divisions from Coast to Coast 





WHY the 


CALCULATOR, 


Higher quality 
— lower price. 


y, Fast, accurate, 
easy to operate. 


Service immediately 
available — but 
seldom required. 

















DEPARTMENTAL CONTROL 
MODEL 355 


SELF-SERVE 
MODEL 315 


ITEM ADDING © ISSUES CUSTOMER'S RECEIPT 
© SAFEGUARDS ALL TRANSACTIONS 


Only R. C. Allen Itemizing, Receipt- 
Issuing Registers Have All These 
Time and Labor-Saving Features — 


®@ Visible Dials ® Automatic Clear Signal 


® Automatic Count and 


® Visible Printing Selad 68 treme 


® Visible Keyboard ® Automatic Space-Up 
From Total 


DEPARTMENTAL CONTROL CASH REGISTER 
Multiple Total Itemizer Model 355 


Designed to speed up servicing of customers in 
self-serve stores where departmental totals are 
desired. Automatically departmentalizes sales 
in three departments, provides tax total. As 
easy to operate as an adding machine... no 
long reaches . . . comfortable hand-span key- 
board, Registers paid-out and received-on-ac- 
count items up to $10,000. Autographic detail 
audit tape... issues receipt with each item 
designated ... prints count of items. Chrome 
finished, mounted on 15” ice green cash drawer. 


SELF-SERVE SPECIAL Model 315 


Especially designed for merchants wishing to 
give printed, itemized, totaled receipt, but who 
do not need departmental totals. Daily sales 
totals are under lock and key, Has all oper- 
ating advantages of Model 355, including read 
and re-set key. Large registering capacity 

key for miscellaneous adding, without disturb- 
ing grand total... emergency drawer re- 
lease lock . . . department designating keys 
... certification device ... add-speed keyboard 
... automatic clear signal and visible dials... 
motorized repeat key. 


Write today for prices and complete information, 





Dependability is the basis of confi- 
dence. It is on this dependability 
that R. C. Allen Typewriter Dealers 
rely when selling the new R. C. 
Allen “Standard”. THEY KNOW 
that dollar for dollar, feature for 
feature the new R. C. Allen is the 
greatest typewriter value on the mar- 
ket. And once they have tried it, 
THEIR CUSTOMERS KNOW IT 
TOO! Treat YOURSELF to a gen- 
erous portion of this confidence by 
inquiring how YOU can become an 
R. C. Allen Typewriter Dealer. IT 
WILL PAY YOU TO KNOW! 


Look at these PLUS features of 
the new R. C. Allen typewriter. 





\ NCLALAD ROME SE atin 





6 as 4 
passdannaaay plu 


MODEL 611 
(Six corriage 
widths available) 
The exclusive WONDER WIN- 
DOW lets you KNOW instantly 
that your margin is correctly set. 





Now is te time 
Now 4 peat: 


The &. C. Allen “Speed Lever” 
lets you set new line in a frac- 
tion of the time needed by other 
standard machines. 


“Error correction control” per- 
mits deletion of characters typed 
by mistake or insertion of 
omitted choracters. 


« « « OTHER R. C. ALLEN FEATURES 


® Beautiful design 


@ Long life construction 


@ Automatic and manual ribbon reverse 
@ Ribbon feeds only when typing 

@ Tensionized card holder 

@ Individual “Key-Action” tuning 





EP PRE INTE A IONE HS Ber 


Cleaning Peston ante 

There's no dirt, no mess in 
changing ribbons and cleaning 
type on the R. C. Allen... 
ribboas, type ore fully exposed. 





Perfect Type Alignment 

Your typing looks like fine print. 
ing on an R. C. Ailen. Type is 
pony aligned oh the 


Less Effort — Less Fatigue 
There's no “reaching” for the 
properly positioned R. C. Allen 


there's less eye-strain. 


R.C.Allen Business Machines, Inc. 


679 Front Avenue 





N.W., Grand Rapids, Michigan 


It's here! A low cost,, 


semi-automatic 


addressing 
machine 


If you mail repeatedly to 50 or more names, 
here’s a machine that can do the addressing 
faster, cheaper, and with less work for the 
operator, than any other addresser made today. 

Like previous Weber Addressers, the Model 
A-3 requires no plates, stencils, ribbon or ink. 
It prints from a typewritten paper roll which 
is easily prepared and can be used up to 100 
times. As the roll prints, it is advanced auto- 
matically so that each name and address is 
mechanically moved into printing position. 
And after your envelope, card or folder is 
addressed, it is automatically thrown into a 
receiving tray. Has an addressing speed of 
1500 to 2000 pieces per hour. 


aN th ; 
*e 4 : , 
; ‘ aig 


Prints from typewritten paper roll 


Names are automatically moved 
into printing position 


Addressed piece automatically 
thrown into 

receiving 

tray 


See what 
you're 
printing 
as you 
print it 


Weber oy see Machine Co. 
282 West Central Rd., Mount Prospect, Ill. 


Send descriptive folder on your new Model A-3 
Addressing Machine and name of nearest dealer. 


Send for Descriptive Folder 
and Name of Nearest Dealer 


Weber 


Addressing Machine Co. Mount Prospect, Ill. 





Name 





Address 





Zone___State. 
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BOSTITCH B-8 


with the attached staple remover 


BOSTITCH B-5 





with the attached staple remover 


... better include Bostitch staplers and staples in 
your next order from your stationer...or phone Bostitch. 


Awo FASTER 
fastens it better, with wire 
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TIPS FOR THE 
OFFSET PRESS OPERATOR 


In selecting inks for offset printing it is extremely 
important that you choose those which have been 
specifically compounded so as to be properly con- 
trolled by the dampening solution. It is impera- 
tive that the two be matched to work as a team. 
Some inks react unfavorably with the chemicals 
in the dampening solution causing emulsification 
that results in poor ink coverage, variations in 
color tone and difficulty in maintaining uniform 
solids. 


In this connection it is worth while remember- 
ing that Davidson Offset Inks are prepared spe- 
cifically for offset printing. They are the result 
of extensive laboratory research as well as testing 
in the field under ordinary operating conditions 
and they have earned a reputation for the utmost 
in uniformity, quality and economy. They are 
particularly noted for “‘fineness-of-grind” .. . a 
quality that is maintained by constant laboratory 
tests. This fine grind insures perfect ink distribu- 
tion and eliminates the larger particles which 
tend to cause emulsification as well as poor cover- 
age and broken images. 


Davidson Inks are considerably more economi- 
cal to use because they will consistently produce 
more top quality impressions per pound than 
ordinary lower priced inks. And, since they con- 
tain the proper amount of drier, no further ‘“doc- 
toring” is required under normal conditions. 
These advantages, plus absolute uniformity, add 
up to dependable, trouble-free operation, a defi- 
nite saving in operator time, and consistently fine 
results. 


For top quality printing plus maximum econo- 
my, it is suggested that you always specify David- 
son Inks. The line includes both offset and letter- 
press inks as well as varnishes, driers and ink 
conditioners necessary for specialty work. 


* *. * * * * 


CARE URGED IN CLEANING BLANKETS. 
The blanket is a very important part of your off- 
set press and care should be taken when cleaning 
it that nothing occurs which would harm its sur- 
face. There are numerous solvents for ink. How- 
ever, many of them are actually harmful to rubber. 
DavidsonWashorite has been developed specific- 
ally for cleaning blankets and rollers and has 
been described as “the finest blanket cleaner 
known to the industry.” It is an excellent solvent, 
removing ink almost instantly without harming 
the rubber in any way, and evaporates quickly. 
Washorite is clear, water-white, will not stain, 
and leaves no residue. Particularly important is 
the fact that Washorite has the safety approval 
of Underwriters Laboratories. 








Be good to your 
BLANKETS 


CLEAN THEM WITH 


Davidson 
WASHORITE 


* An excellent solvent for ink 
and grease 


* Will not harm blankets or 
rollers in any way 


* Dries almost instantly 
Leaves no residue 


* Safe—approved by Under- 
writers Laboratories 


* Clear—water white 
* Will not stain 


BE SURE... BE SAFE... 
BE SENSIBLE 
use WASHORITE 


Available in 1 gal. cans, 5 gal. cans, or 55 
gal. drums. See your nearest Davidson Soles 
and Service Agency or write 


DAVIDSON CORPORATION 


A SUBSIDIARY OF MERGENTHALER LINOTYPE COMPANY 


Dept. 19, 29 Ryerson St., Brooklyn 5, N. Y. 














COLE'S new 














index drawer can also 
u for cancelled checks. 








COLE STEEL EQUIPMENT CO., INC., 285 MADISON AVE., N.Y. 17,N.Y. | 





— 





ACTUAL SIZE LOCK 














SAVES TIME... All your records at your finger tips 
SAVES MONEY... Prevents pilfering of supplies and tools 
REALLY PRIVATE... Concealed vault safeguards your valuables 


The “MERCHANTS” File 


sh hy 
A heavy gauge steel cabinet containing two N OT IC 1 ! 
ball-bearing letter files, index drawer for n above 
3x5 or 4x6 cards (3200 cap.); 2 adjustable 
compartments under lock and key; steel 









safety vault with large vault size dial lock shouls 
;mitations - - ° 





(only YOU know the combination). 


32” high, 3012” wide, 17” deep. Olive 
green or Cole gray, baked enamel finish. The “DIRECTOR” File 
Similar to No. 1370 ex- 


cept instead of the card 
No. 1370 S GQ drawer 0 third letter size 
eal ing rawer as een 
added. 3712" high. 
a No, 1473 $53.95 


The above with plunger 
With plunger lock which automatically lock that automatically 
locks all drawers. No. 1370PL.... $57.45 7s aa TC 


Grained walnut, mahogany or knotty pine finish $12.50 additional 





Prices slightly higher in Texas, Colorado and West of the Rockies. 
CUTS OR PHOTOGRAPHS OF ALL COLE PRODUCTS ARE AVAILABLE ON REQUEST. 





SEND FOR COLE’S 1953 CATALOG 





QUEEN SYSTEMS CORPORATION 


29 MODERN MODELS including the world’s only 
column condensing and eliminating machines 


SPECIALIZED PARTS 
ORDER MACHINES 


MACHINES FOR 
ADDRESSING, 
INVOICING, 
PURCHASING, 
BOOKKEEPING, 
PAYROLL 


STURDILY 
CONSTRUCTED 
TO PROVIDE 
TROUBLE FREE 
PERFORMANCE 


MACHINES ARE 
PRODUCED FOR MORE 
THAN 30 YEARS 








Spirit carbon, Fluid, Master Units, 
Printed Forms and 


ALL SUPPLIES PRODUCED BY 
OUR OWN FACTORIES 


Exclusive Franchise for some Areas 
still open — PADET Lege) ite) F Nate). | 


Inquiries Invited — Literature Available oe 
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OFFICE 
MACHINE 
STANDS 


from 


GENERAL SPECIFICATIONS: 


Frame 2412" wide, 17%" deep, sim- 
ple elevating device. 3’ diameter 
casters. 1” steel tubing. When in 
rolling position, distance between 


casters 25%" depth x 1942” width. 





Top 18x18’. Drop leaf attachable 
either side 16x18”. 


Adjustable Ball Foot as- 
sures stability on uneven 
Shown with the IBM (20 carriage) , ied hoor 
ELECTRIC TYPEWRITER 


GENERAL FEATURES: 


Tusco stands can’t capsize. They will Constructed to carry weights far in 
not vibrate. Drop leaf goes on either excess of typical machines. Life time 
side. Exceptional operator comfort. service guarantee. 


TUBULAR SPECIALTY MFG. CO. 





1940 Stanley Avenue Detroit 8, Michigan 
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“In My 18 Years in Business —Never 


Anything like Clary’s Ease of Operation” 


“All in all, Clary’s speed and ease of 
operation let operators do your figure 
work in just about half the time of av- 
erage machines. Think of the money 
you'll save with a Clary! 

“Try the quiet, beautiful Clary in 
your Office or store. Place it next to 
one of your present machines and see 
for yourself how much faster Clary 
actually gets the work out! Just fill out 
the coupon or look for the name of 
your nearest Clary dealer in the phone 
book yellow pages: 


William H. Cluse 


Prominent Business Machine Dealer 
of Binghamton, New York. 


“I’ve never seen an adding machine 
get so popular as fast as Clary has. - 
And the reason is simple: all-electric 
Clary gets figure work done faster. 

“Here’s why Clary can do your 
work faster. First, Clary is brand new 
in design from the desk up — not an 
outmoded hand machine with an elec- 
tric motor added. Clary has the world’s 
fastest rotary printing mechanism, 
spins out items at the amazing rate of 
188 items a minute. 

“And Clary controls and keyboard 
are so simple to read and use that even 
beginners can take full advantage of 
Clary’s mechanical speed. Thumb Add 
Bar lets operators enter entire items in 
one stroke instead of 4 or 5. Each fully- 
motorized control bar serves only one 
function and is plainly marked. 

“And Clary’s Hand Span Keyboard 
is laid out simply like a familiar ledger 
page. There are no trick “systems” to 
learn with a Clary. 


CLARY Multiplier Corporation, 
Dept. (O-7) 
San Gabriel, California 


Please send me immediately full information 
about the low-cost Clary Adding Machines. 


Name_ 
Address 


City ( ) State. 


ee 
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BIND ‘EM TO FIND ‘EM! 





(H6(0)-Binding 


HE answers to safe filing, easy finding, no lost or strayed letters, orders, 
plans, invoices or reports may all be summed up in the famous slogan 


“Acco-bound papers are safe papers”. 


Accobind Folders will rid your files of soft folders, scattered papers, loose 
sheets, pins and clips. They’ll save time, temper, money. They'll bring you 


security, system, efficiency. 


Accobind Folders are made of durable pressboard, usable for years. Sizes 


available to meet every need. Ask your stationer to show them to you now. 


ACCO PRODUCTS, INC., OGDENSBURG, N. Y. 


da: Acco C dian Co., Ltd., Toronto 
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ABB: 


} ‘ 
! P ‘ ; 
She S turning out Your secretary — or anyone in your office — 


can work 5—10 times faster with Facir, the 


5 times more work fully automatic Swedish calculator. Thanks 


to its revolutionary, easy-to-learn 10-key 
th system she can solve any calculating problem 
every mon in one fifth the ordinary calculating time 
She's getting 5 umes more work done ever 
month! And she can operate Facit with 
one hand, leaving the other free 


for notations, checking ete. 


“ FACIT 


‘ 


\/ \' “CALCULATOR 
All the figures ADE IN SWEDEN 
on your World's most 
five fingers exported calculatop 


FACIT INC., 500 FIFTH AVE., NEW YORK 36, N. Y. 


THe Orrice—June, 1953 





Now every typist can be a statistical 
typist. Nine keys, built right into 
the keyboard of an IBM Electric 
Typewriter, take the drudgery out 
of tabular typing. 

The mere touching of the proper 
decimal tabular key speeds the car- 
riage automatically to the correct 


amount position within the column. 
No backspacing, no waste hand mo- 
tion, no lost time. 

Write today for a demonstration 
or illustrated brochure on the IBM 
Decimal Tabulation model to: IBM, 
Dept. OF-2, 590 Madison Avenue, New 
York 22, N. Y. 


INTERNATIONAL 
BUSINESS MACHINES 
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Even if it’s only 100... 


Move indicator knobs to widths 
wanted ... And it’s ready to go! 


The FH costs 


little more 


than a standard 


typewriter 


Fully automatic model FM folds 
up to 19,000 sheets an hour. 


You can save more time than you real- 
ize in your office with this new small 
Folding Machine! The FH is the first 
truly low-cost, practical folder for office 
use...does a tedious job that nobody 
likes, frees people for more important 
work, cuts clerical cost. 

The FH is precision-made, accurate and 
fast. With semi-automatic feed, and elec- 
trically driven, it will double-fold letter 
size sheets — up to 5000 pieces per hour. 
And it folds sheets stapled together. 

It makes eight basic folds, handles pa- 
per in various weights in sizes as large as 
814 by 14 inches. 


PITNEY- BOWES 
Folding Machines 


Made by Pitney-Bowes, Inc. ... originators 
of the postage meter...93 branch offices, 
with service in 199 cities in U.S. and Canada. 
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Anybody can learn to use the FH in a 
few minutes. Moving two knobs on the 
inch-marked scale sets the machine for 
the widths of folds wanted—takes less time 
than tuning in your TV set. 

Little larger than a typewriter, and cost- 
ing little more, the portable FH can be 
carried from desk to desk; and needs little 
space when not in use. It’s a real conven- 
ience in Office, shop or factory, and soon 
pays for itself. 

Ask the nearest Pitney-Bowes office to 
show you the FH. Or send the coupon for 
the free illustrated booklet. 


PITNEY-BoweEs, INC. 
3407 Pacific Street 
Stamford, Conn. 


Send free booklet on 
Folding Machine to: 


Name 


Firm. 


Adgdrest___.__.. 











BUY 
CARBON PAPER FOR THE TROPICS 


that is made to be used in temperatures 
of 85 to 100 degrees Fahrenheit 


(without rolimarks or smutting.) 


Where it is necessary to use 
carbon paper in the tropics, USE 


Kee lox, DRI KLEEN CARBON. 


CLEAN IN ANY TROPICAL TEMPERATURE 
NO SOILED CLOTHES, 
CLEAN RECORDS, 
NO INCONVENIENCE, 
BUT 
PERFECT EFFICIENCY. 





MANUFACTURED IN 4, 5, 6 AND 8-LB. WEIGHTS 
Genuinely BONE CLEAN. 





Will be pleased to send Samples Free. 
EXTRA discount to Foreign Buyers. 


KEE JOX, EXPORT DEPT. 


ROCHESTER 1, N.Y., U.S.A. 








THE 
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7,500 U. S. companies now use 
the Olivetti Fully Automatic 
Printing Calculator to cut figure- 
work costs. This machine offers 
a permanent record of all caleu- 
lations and results on the printed 
tape « the advantages of a fully 
automatic calculator combined 
with high-speed, high-capacity 
adding, subtracting and listing + 
automatic credit balance and 
combined-operations features «+ 
remarkable dependability. No 
specialized operator is required. 


Olivetti, with plants in Italy, 
Scotland, Spain, South Africa 
and Argentina, manufactures 
adding machines, calculating ma- 
chines, typewriters, teleprinters, 
machine tools and visible ‘card- 
filing systems. For information 
on Olivetti products now avail- 
able in the United States, through 
more than 400 Olivetti dealers, 
write to the Olivetti Corporation 
of America, Dept. M, 580 Fifth 
Avenue, New York 36, N. Y. 
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printer's style type 


For Forms, Literature, Catalogs, Booklets... 


@ HUNDREDS OF INSTANTLY 
CHANGEABLE FACES 


@ ‘SET’ BY YOUR OWN TYPIST 


@ FOR ANY METHOD OF 
REPRODUCTION 


Choose any style or size from 
hundreds of beautiful faces, 6 pt. 
to 12 pt. Change type styles or 
sizes in the middle of a line or 
paragraph. Margins automatically 
evened and copy is instantly 
ready for litho, mimeo, or photo- 
offset camera. Save from 25% to 


75% on printing or duplicating of © 


office forms, price or parts lists, 
booklets, house organs, and 
practically any reproduction job. 
Operated by office help. 


ON teas 


RALPH C. COXHEAD CORPORATION 
720 Frelinghuysen Ave., Nework 5, N. J. 


COMPANY 


ADDRESS 


Text for this ad set on the Coxhead DSJ 
Composing Machine. Headlines set on 


the Coxhead Headliner. 
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& e 
strikes without warning 
PROTECT YOUR VALUABLE RECORDS NOW—BEFORE IT’S TOO LATE! 


Sudden fires in your business office or 
home can destroy valuable papers in an 
instant. Get certified fire protection now 
with a Victor Fire Drawer. This compact 
certified fire protective unit, available in 
letter or legal size, fits conveniently beside 
your desk and occupies little space. 
Instantly ready for all emergencies! 


Ideal for both the home and office, the OD Victor Fire Drawer 
Victor Treasure Chest keeps important 

papers and valuables safe from the rav- 

ages of fire. Made in 3 compact sizes, it 

can be kept conveniently in a small space. 

Both units are heavily insulated and cer- 

tified to withstand severe heat for at least 

one hour reaching 1700°F. 


See these and other 
Victor insulated products 
at your Victor Dealer’s TODAY! 


Victor Treasure Chest 


THE VICTOR SAFE & EQUIPMENT CO., INC. 


NORTH TONAWANDA ° NEW YORE 
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Reduce Noise, Increase Efficiency with VICTOR’S Exclusive 


4 


VICTOR CUSTOMS add, sub- 
tract, multiply, divide, calculate. 
Your choice of 10-key or full 
keyboard, electrically operated. 
Totals 11 or 9 columns. 


Diba 


Revolutionary Design 
Reduces Noise 54%* 


Now Victor has surpassed even its own 
standards of silence in the high-speed Super- 
Quiet Custom adding machines. With the 
rugged mechanism “floating” in an exclusive 
sound-reducing case, Victor Customs are 
faster, more efficient, quiet as a whisper. 
Available in both 10-key and full key- 
board models, Victor Customs cut operating 


CUSTOM 
ADDING 
MACHINE 





costs and simplify figure-work. A movable 
decimal marker, allows operator to pre-set 
decimal places, speeds calculation, eliminates 
counting columns on tape. 

There are 42 basic models in the Victor 
line, for every size and type of business. 


*Based on scientifically controlled tests. 


VICTOR ADDING MACHINE CO., CHICAGO 18, ILL. 
World's Largest Exclusive Makers of Adding Machines. In Canada: McCaskey Systems Ltd., Galt, Ont. 


i ka EER neem nnalinmminanninmmnmeannenmmmntnmiee 


34 YEARS OF 
QUALITY RECOGNITION 


THE WORLD OVER City . 


Victor Adding Machine Co., Chicago 18, Ill., Dept. OM-653 
Please send free literature on the Victor line including descriptive 
folder on the Super-Quiet Custom adding machines. 


PARIS REET SSE TE SE x ane hate ee CORE MER eee aS 
SN GR REL ELE ay ave Oe ee Ae DSS 
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ERCURY-LITH 
" BLANKETS 








ERCURY-GRAPH 
: ROLLERS 


Never @ sour note with 


Mercury Products... 
for Multilith and Multigraph Duplicating Machines 


For smoother reproduction, more “mileage” 
and important savings in time, switch to Mercury 
’ Products.These rollers and blankets give better 

results because they’re built to deluxe 
standards. Yet they cost no more 
than ordinary rollers and blankets! 


RAPID ROLLER CO. 


FEDERAL AT 26TH CHICAGO 16, ILL 
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Now!..the Newest MONROE...the 


Biggest, Powerhouse MONROE Promotion 
backs “11i¢ a Day” Appeal 


Ad on facing page builds Sales for You! 


It’s Economy Your Prospects are Looking for! 


Full-color, full-page bleed ads in the Saturday Evening Post, Time, 
and Nation's Business...black and white full pages in Business Week, 
Newsweek, Fortune, U. S. News & World Report, and eleven other 
important general and business magazines, tell this new, hard-selling 
story about the.A-P Monroe to 35,761,516 people across the country 
—now! And remember—thousands of them are in your own backyard! 


You can get fast sales by telling your prospects it costs just 11/2¢ 
a day toown the A- P Monroe, the latest streamlined, desk-size, quiet, 
fast adding-calculator. And PROVE it to them! 


Here’s how to cash in 
on the wonderful MONROE! 


Display the A- P Monroe. Put it in your window, on your counter, backing it 
up with a full-color poster and a colored reproduction of the ad on the fac- 
ing page. 

Promote the A-P Monroe. Advertise in your local newspapers, use radio 
and television, plus direct mail. 


Demonstrate the A-P Monroe. Point out its remarkable quietness, high 
speed. There’s more to show. More to sell with the A+P. You can prove its 
superiority dramatically and effectively. And clinch sales with the 11/2¢ 
a day economy story! 


MON ROE CALCULATING, ADDING & ACCOUNTING MACHINES 


MOWROE CALCULATING MACHINE COMPANY, General Offices, Orange, W.) 
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Promoted BIG...in 18 Magazines! 


You can own this new calculator for 11% cents* a day. 
If it saves whoever uses it 8 minutes a day, it pays for itself. 


So you literally can't afford not to have one on every desk! 


MONROE CALCULATING, ADDING & ACCOUNTING MACHINES 


MONROE CALCULATING MACHINE COMPANY, General Offices, Orange, WI. 





* Ash your Monroe solemman 
or dealer to prove 4 todoy 








ONLY Rex-Rorany 


COMPLETELY AUTOMATIC 
PRE-MEASURED INKING 


acuer before 
ACCURACY 


Get the facts on the revolution 
in stencil duplicators... 


The introduction of the revolutionary REX- 
ROTARY D-270 set entirely new stand- 
ards in the mimeograph field. For the 
first time a stencil duplicator provided 


COMPLETE AUTOMATIC INK CONTROL 
that can be pre-set to produce light, 
medium or dark copy. A bell signals 
when ink supply is exhausted. 


COMPLETE ELIMINATION OF LEAKING 
INK and messy ink pads. 

PRINTING PRESS PRECISION in regis- 
tration control, uniformity of copy and 
automatic feed. 

PRICED TO SAVE YOU AS MUCH AS 50%! 


DEALERS: Some Territories 
still available for qualified 
ond aggressive distributors 


Rex- ROTARY piss Corp. + 19 W. 31, New York * WI 7-4927 
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When competition gets keen... when buy- 
ers compare... sales depend on quality of 
product! 


For years Schweitzer have been safeguard- 
ing the quality of best-selling carbon papers 
by supplying the finest papers for carboniz- 
ing that modern science can create. 


Only paper of the proper degree of absorb- 


PETER J. 


Mills at: Elizabeth & Spotswood, N. 


LARGEST SPECIALIZED PAPER 


SCHWEITZER, 


J. 


LABORATORIES 


ency, uniform texture and freedom from im- 
purities can assure you of uniform absorption 
in the coating process. Only paper created 
specifically for its use can give satisfaction 
in performance. 

Carbon Paper Manufacturers who insist on 
the best insist on Schweitzer Paper for Car- 
bonizing—TOPS BY TEST for absorbency, 
purity, strength, and uniformity of texture. 


Address inquiries to Elizabeth, N. J. 


ib  Aee & yf. UNITED STATES 
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SPEED-O-PRiINT CABINET $57.50 


Ideal base for your duplicator of heavy gauge steel that 


h pull out leaves to 


plicoti d office supplies 


ating 
or Ebony Black finishes 


A WIDE RANGE OF DUPLICATORS 
TO MEET ALL REQUIREMENTS 


Other SPEED-O-PRINT Dupéccators 


LIBERATOR ‘Wedel 50 $295° 
**Ylodel L-P $5950 
**UYodel"L" $695° 

LIBERATOR **Alodel 100 $1Q95° 


(Plus Excise Tax) 
*POSTCARD TO 6 x 9% SIZE **POSTCARD TO LEGAL SIZE 


Write FOR OUR DEALERS CATALOG 
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LIBERATOR MODEL 200 
$] 64.50... Excise Tox) 


FRONT PAPER STOPS 
Guarantees Hairline Registration 
AUTOMATIC ROLLER RELEASE 
Prevents Inking of Impression Roller 
OPEN CYLINDER AUTOMATIC DUAL 
BRUSH INKING 


Assures Even Distribution of Ink 


EASY TO OPERATE 


Mini A b adi 
! of Adjust ft 





the ideal duplicator for system forms etc., as 
reproductions are always in the same position on 
every copy. Half ream feed table capacity. Ac- 
commodates stock from 3 x 5 to 9 x 14 inches. 
Modern Design, Sturdy, Precision Construction. 
Quickly reproduces anything that can be typed, 
drawn, traced or photographed on a stencil. 
Available in Futuramic Grey or Ebony Black 
finish with trim in Chrome. 


CLOSED CYLINDER AUTOMATIC DUAL BRUSH 
INKING at $20 Extra. 


SPEED/O-PRINT 
(Yorporation 


1801 W. LARCHMONT AVE. * CHICAGO 13, ILL 








wie 


MONROE 
Adding - Calculators 


Here’s a fine chance for wide-awake dealers to 
pick up a nice profit by stocking these universally favored 
calculators. All models and capacities—entirely rebuilt by 
experts and in tip-top operating condition—are available 
in limited quantities. Rebuilt Monroe Adding-Calculators 
are in demand. Dealers who want them should write now 


for full information and prices. 


CALCULATOR EQUIPMENT CORPORATION 


Orange, New Jersey 
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WHEN YOU USE 


The SURE-RITE Green Film 


office production increases... 









Stencil and the SURE-RITE 
999 Speedry Ink 






Your staff saves work, saves time, saves 
money . . . efficiency and production in- @@asMibe tere Leet mira 
crease ... when you use this new, finer . 
duplicating combination in your office. oe don't cut .o}) SME ob wolfe b a 
Ask your Sure-Rite Dealer to show you 
how to have duplicated forms printed & 
and dry in seconds. For the name of your 9 Se ae 
Sure-Rite Dealer—and a FREE SAMPLE JF ies cid 
—mail the coupon today! 







eves" gracan ~ ee 
y &reen reauces eye 


% 
@ reading is easy... type 


timinated. 


The new Sure-Rite Eye-Eze Green Film Stencils are 
now equipped with the patent-pending Eye Tabs 


that eliminate the messy 


lue, are much easier to 


correct, and are superior in every way. 


DEALERS: 


You save your custom- 
ers time and money— 
increase their office effi- 
ciency — when you sell 
Sure-Rite duplicating 
supplies. Write today 
and we'll tell you how 
you can make more 
money by keeping your 
customers satisfied with 
Sure-Rite products. 


SURE-RITE 


DUPLICATING SUPPLIES ~~ 
American Stencil Mfg. Co. ‘3 Ky 


Denver 5, Colorado 


DEALERS EVERYWHERE 


a se 


AMERICAN STENCIL MFG. CO. 


Denver 5, Colorado 


Please rush ~ 
name of my dea 


Name 


Address 


free sample of the new Sure-Rite Green Film Stencil and the 


er. 














TYPEWRITER RIBBONS 
CARBON PAPERS 


]. Uniform—ribbon after ribbon 
2. Reservoir Inking for long life 


3. Fine-Weave Fabrics for sharp, 
clear typing 


4. Colorfast for permanent writing 


Columbia ribbons are made in an 
almost unlimited combination of fab- 
rics, inks, writing strengths and colors 
for all business machines. 


1. Clean—clean copies, clean hands 


2. Deep carbonizing for sharp, 
uniform copies 


3. Stabilized tissue for durability, 
easier handling, no curl 


4. Neat, easy erasing 


There’s a Columbia carbon paper / 
in balanced paper weight, ink for- 
mula and color for every copying © 
requirement. 


— 


Work Miracles With Your Typing! Your Columbia Stationer can 
demonstrate the many quality and economy features of — 


COLUMBIA RIBBONS AND CARBONS 


SILK GAUZE «+ MARATHON - COMMANDER «= CLASSIC + TITAN + RAINBOW « PINNACLE 
CoLumBiA RIBBON & CARBON Mpa. Co., INC., GLEN Cove, N. Y. 
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Books 


COST REDUCTIONS IN WIRE COMMUNICA- 
TIONS by Roy Stone. Christopher Publishing 
House, Boston, pp. 342, 310. 

A subjeet not often covered in book 
form but one which represents a sizeable 
business expense. The author was with 
the Bell System for 15 years and is now 
i private consultant on his specialty 
which includes telephone, telegraph, 
cable, radio and teletype. This work 
treats all these subjects with most space 
given to telephone systems, equipment 
and costs since this branch of wire com- 
munication is most used in business. No 
doubt there are businessmen who do not 
realize the variety of equipment which 
their telephone company can provide to 
improve the efficiency of their office 
routine, especially in smaller  oftices 
where the volume of calls does not war- 
rant frequent visits from telephone com- 
pany representatives unless they are 
called in. So this book should be of value 
to both small and large offices not only 
to economize on monthly bills but to 
save the time of expensive office help. 


FILING MANUAL FOR AIRCRAFT CORRE. 
SPONDENCE by L. P. Bradley Jr., Normandy, 
Mo., pp. 256, $5.50. 

The rapid growth and complexities of 
the aircraft industry with its many allied 
crafts makes this manual especially wel- 
come to office personnel who generally do 
not have technical experience. The 
author is supervisor of the files and 
library at MeDonnell Aircraft Corp., St. 
Louis, and he believes that the system, 
procedure and index presented here can 
be used by any organization dealing with 
the aircraft industry. 


THe Orrice—June, 1953 











“332” All-Purpose Favorite 


taneeett!! 


' s 
—- 7 
* 


Perfect for | 
all office jobs on’ 
MIMEO and 
SULPHITE 


because 


¢ Very black, excellent all-purpose 
ink 

@ Uniform jobs on open or closed 
cylinders 


® Laboratory controlled for all 
climates 


@ Will not clog cylinders or pads 
® Safe for all stencils 


Write for name of nearest jobber! 


INK SPECIALTIES CO., INC. 


523 N. HALSTED S$T., CHICAGO 22, ILL 





Today's best buy for clerical savings. 
Small business can afford, big 
business can profit by mechanized 
bookkeeping at lower cost. 


Complete figurework. You can now get 
five totals or more for posting, dis- 
tribution and control—up to 140 
digits of totals at your command. 


Complete description. The typewriter 
keyboard permits describing each 
entry on each record as fully as 
your procedures require. 


Complete records. One writing of each 
charge or credit posts all records 
simultaneously, with up-to-date 
balance and complete daily proof. 


Remington Rand 
announces a 
am tiew LOW-COST 
bookkeeping 
machine... 


Touch-method speed saves you valu- 
able clerical time each day, keeps 
work up-to-date and takes the 
“rush” out of your month-end work. 


Single-keyboard simplicity. Your pres- 
ent employees can quickly learn to 
use this machine. No costly train- 
ing or premium salary. 


For any kind of work: receivables, pay- 
ables, payroll, analysis or distribu- 
tion, general ledgers, inventory, 
costing and many special jobs. 


All the basic money-saving advan- 
tages of a top-price descriptive 
machine can now be yours for only 
a fraction of the usual investment. 


SEE HOW IT SOON PAYS FOR ITSELF 


Call for a demonstration at your local Business Equipment 
Center, or write for folder AB-664 from our Management Con- 
trols Reference Library, Room 2791, 315 Fourth Ave., N.Y. 10. 


PROFIT-BUILDING IDEAS FOR BUSINESS 





NOMA 


SCHULHOF 


AWARD 


FOR 1953 





HARRY W. NOCK 
Control Manager, Employee Relations Dept., 
E. I. du Pont de Nemours & Co., Wilmington, Dela. 


necessary and I’m all for it, but it 
brings with it serious dangers. 
Mechanization serves definitely to take 
our employees further from individuality 
and make them become, possibly in our 
sight, mere gadgets that you hitch onto 
the end of a machine to push the keys 
down. That is fatal to good employee re- 
lations. With mechanization becoming in- 
creasingly necessary, we must make every 
effort to offset it with “humanization.” 
Humanize our operations and humanize 
our management so that we never forget 
that our people are human beings. They 
have their own problems, their own 
peculiarities, their own likes and dislikes. 
If we are going to get what Whiting 
Williams calls, “The will to work” that 
produces an extra 10% to 15%, we've 
got to treat them as human beings. 
Here is where the Golden Rule comes 
in. Humanization is more a matter of 
the heart than it is of the head. You’re 
working your head when you’re mecha- 
nizing; you’re working your heart when 
you’re humanizing. The two don’t con- 
flict. Humanization starts with the se- 
lection of employees. Be careful to se- 
lect the right person for the right job. 


IMf secs and tm is fine; it’s 


That doesn’t mean necessarily the cutest 
or the smartest or the fastest. It may 
be quite a dull person because there are 
some dull jobs. If you want to keep peo- 
ple from being frustrated, don’t put a 
smart person on a dumb job and expect 
him to be happy about it. Get a person 
who is compatible with the atmosphere 
of the job. 

Humanization must enter into your 
training procedures. Don’t expect your 
workers to be contented if you simply 
tell them once over lightly, then go 
away and let them struggle as best they 
can and, when they make a mistake, 
bawl them out in front of the whole 
office. Be sure you train carefully, give 
enough training, go back and make sure 
that a clerk is coming along all right. 
Look over a sample of work before you 
turn him loose. 

If you have not selected right, if you 
have not trained right, you are going to 
find difficulty in operating right. If you 
have done the other two, you will find 
the process of operating under the 
Golden Rule is easier for you, but it 
must be a daily part of your operation. 
You must have yourself, and pass down 
to your subordinates and assistants, the 





a manufacturing plant of similar size. 





PAPERWORK ERECTS A BUILDING 


On the cover—Tom Rice, du Pont field project manager, with the paperwork required 
to build their Haskell Laboratory of Industrial Toxicology: 50 studies, 100 preplans, 
23 charts, 50 manpower requisitions, 6000 blueprints, 14 books of specifications, 2640 bid 
forms, 325 estimates, 26 contracts, 52 safety forecasts, 1650 requisitions, 164 schedules, 
1500 purchase orders, 6000 receiving reports, two drawers of stock records, 5850 
vouchers, 40 cost reports, 250 unit cost reports, 1100 teletypes, two drawers of corre- 
spondence, half-drawer of medical reports, 312 payrolls, 441 other reports. Because 
this building produces no goods. fewer papers were required than would be needed for 
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Du Pont engineers spent seven years developing a modular office furniture design which 
combines desk, table, file cabinet and bookcase. Office furniture manufacturers are allowed 
use of this design to make functional furniture for general sale. 
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strong conviction that your people are to 
be treated as individuals with feelings, 
hopes, ambitions and troubles. It seems 
to me they have more troubles than any- 
thing else. Somebody is always in 
trouble—hig or little. Now it is impor- 
tant that this attitude come down from 
the top. Fortunately it does in our com- 
pany. I get a great kick as I walk 
up and down our halls and speak to the 
folks in my division. I enjoy their 
smiles and their sineere greetings. If a 
girl doesn’t smile when she speaks or 
doesn’t speak, T wonder what is the mat- 
ter with her. If two of them don’t, I 
wonder what’s the matter with me and 
I do something about it. There must be 
developed confidence, mutual interests 
and mutual respect, if you want to get 
the best results with your office help. 

Let’s diseuss humanization in four 
-ategories; first, the physical angle. Be 
sure the physical appointments of your 
office are comfortable and convenient: 
temperature, air supply, proper desks 
and chairs, accommodations for wraps, 
floor-covering and lighting, enough space 
to work in and things of that kind. We 
had an interesting thing in our photo- 
copy room. We moved to a new room 
and we put down a new floor. It looked 
fine, but the very first day that the girls 
worked on that floor you never heard 
such complaining. We had had a lino- 
leum floor on the other room; here we 
had a hard tile floor and by noon the 
girls’ legs were aching and their feet 
were sore and they were ready to quit 
and go home. What did we do, say, 
“Well, it is just too bad, we are sorry, 
girls, but you will have to get used 
to it?” 

No. We ordered a large rubber mat. 
The fellow who put the mat down turned 
it upside down and put the ribbed side 
on the floor because he thought it would 
be easier to clean with the flat side up. 
The next day we had some more 
squawks because that was just as hard 
as the tile. We finally got it right and 
it proved a wonderful help. How much 
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did it cost? Not much. What was it 
worth? Everything to the morale. 

We are still old-fashioned and do 
collating manually. We have a dear old 
lady who sits and assembles sheets of 
paper. One day I saw her sitting on a 
high stool and uncomfortable. I was 
really afraid she might fall off and hurt 
herself, so I inquired why she had to sit 
so high. Well, the collating boxes were 
set on tables and that’s how high she 
had to sit to reach them. TI said, “Let’s 
saw off the table legs,” and we did. We 
brought the table down and now the dear 
old soul can sit on a posture chair and 
enjoy her work and we get more work 
from her. Our collating is about heavy 
enough to use a mechanical collator, but 
we prefer to keep the manual method 
so we can keep her in a job. It’s old- 
fashioned, provincial, I'll grant all that, 
but then we’re in a small town. 


Let’s think of the mental side. What 


ean you do for your people to build 
them up and help them te grow mentally. 
We help our people by suggesting edu- 


cational courses they can take. We give 
them time off and pay their expenses to 
go to affairs like the NOMA Institute 
down at Washington and we encourage 
them to go to NOMA conventions and 
pay their expenses. We suggest that 
they attend the American Management 
Assn. meetings. We are willing to spend 
some money to encourage them to im- 
prove their mental equipment. You 
might say, “That’s plain selfishness, vou 
are going to get it back.” Maybe so, but 
look what a satisfaction it is to them. 
But they must also put some of their 
own time in the evenings and some of 
their own money in their education to 
warrant our feeling justified in help- 
ing them. We will send them out to the 
plants, we'll put them on other jobs to 
broaden them, we loan them out on as- 
signment so they can get a new type of 
experience, work for a new boss, find 
new ways, get new ideas—always with 
the idea of enlarging them, making them 
bigger, broader, better. We are going 





to reap the benefit perhaps, but so are 
they. 

Take the psychological side, where 
most of the damage is done. Oh, the 
psychological scars that we managers 
put on some of-our workers—unwitt- 
ingly, I'll grant—but we do it. This is 
the big side. Often mechanization hurts 
the employee from the psychological 
standpoint. Doesn’t it make them feel 
good to have the boss stop and say, 
“Mary, what do you think about so-and- 
so?” Ask something about her work— 
she ought to know something about it. 
Look how it builds her up, how good 
she feels. Some of us will sometimes say, 
“No, you don’t dare say that. If you 
praise them they’ll ask for an increase 
in salary.” If you give merit increases 
as you ought to your workers won’t have 
to ask for salary increases. Treat your 


employees as if they were important. 
Praise them publicly, but always criticize 
them in private. 

One of my assistants came to me one 
day with tears in her eyes, and she is 
a very unemotional lady—always capable 


and always self-controlled. I had done 
something that I really shouldn’t have 
taken credit for because I didn’t do it 
purposely. When we were having names 
painted on office doors I gave the order 


Du Pont technician Barbara Mackenzie does 
computing work on research tasks. 


to have her name painted on the door 
of her room. She said, “Mr. Nock, that’s 
the finest thing that’s happened to me 
since I’ve been in business. I’m so proud 
to have my name on that door.’ What 
did it cost me? I guess a dollar for the 
painter’s time, five dollars at most, and 
it was doing a service for people who 
wanted to find her, but to her it was a 
mark of prestige. Those little things 
don’t cost much; it’s the trouble of 
thinking of them. We just don’t take 
time in our busy lives to think about 
the nice things we can do for our em- 
ployees. 


Some time ago I had a woman come 
to me and complain. “They put musie in 
the file room.” Now, I’m sure music is 
all right in some places, but it was 
driving her nuts in a file room where 
she had to read difficult subject mail to 
figure out where to file it. They hadn’t 
asked her anything about it in advance. 
She had been there for years and was 
head clerk with girls working for her. 
It was a big noisy room, so they turned 
the volume high and her desk was 
under the speaker. She remonstrated and 
they said, “You’re just getting old and 
eranky. There is nothing we can do about 
it.” I got a eall from her a week ago that 
she had finally given up her job. 
Fortunately, she was at the age where 
she could ask for voluntary pension and 
she deliberately gave up two more years 
of work—she just couldn’t take it any 
longer. 

Whenever you are employing or 
selecting an employee, be sure to have 
the supervisor sit in with you. Don’t hire 
a girl, send her to the supervisor and 
say, “This girl is going to work for you.” 
How can you expect her to get the best 
results from a person she had nothing 
to do with selecting? I’ve had cases 
where there was a girl or a man 1 
wanted to employ and I thought was all 
right and our supervisor said, “No, I 
don’t want her, I don’t like her. I don’t 
think she would fit in.” Then I say, 
“OK, you don’t have to have her.” Am 
[ getting old and soft? We have 40 
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stenographers in one section in three 
rooms with never a quarrel, never any 
malicious gossip, never any disturbance 
of any kind. Point me out a group of 
40 girls anywhere that can get along 
8 hours of the day, day after day, week 
after week, without any trouble, bicker- 
ings, quarreling, or not speaking to one 
another! It’s not the people entirely 
it’s the system. 

[ know cases where increases in 
salary are given without even telling the 
employee anything about it. The first 
they know is they get the extra money in 
their envelope. They wonder, “Gee, has 
the paymaster made a mistake?” Then 
they settle down and think, “Well I 
guess if it is wrong they’ll let me know.” 
It’s terrible to lose such a wonderful 
opportunity to talk to your employees 
to discuss their progress, to point out 
maybe some of their weaknesses and 
commend them for their good points and 
help make further progress, “Yes, you’ve 
done good work, you have an increase 
in salary and there is more ahead for 
vou if you’ll continue to enlarge your- 


self, develop yourself and make your- 


self worth 
opportunity ! 
Our performance rating reviews are 
very helpful. Every year we make a 
rating report on each employee and sit 
down and talk it over with him. We get 
the finest reactions; they are apprecia- 
tive that a boss takes the trouble to talk 
to them, go over things with them and 
point out some little shorteomings-- 
ways they can improve. You find out 
such surprising things too. You know al- 
most every heart has a hidden sorrow. 
One of our young stenographers 
several years ago was terribly upset; 
her work was failing; it was terrible. 
So our stenographic supervisor called 
her in privately to talk to her. We found 
out that her father and mother were 
quarreling bitterly and were about 
ready to break up and get a divorce. 
She was only 18, she loved her father 
dearly, but she felt duty bound to side 
with her mother too. It upset her so she 


more money.” What an 
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Supply clerk Mary Hinkle helped distribute 
33,600 pencils and 9600 erasers to du Pont 
workers last year. 


couldn’t do her work right, so we took 
her off the work she was on for a few 
days and put her on easier work so she 
wouldn’t have to use her head while 
this worry was on her mind. Things got 
straightened out, her performance got 
back to normal and later she was pro- 
moted to a secretarial job. 

One morning I started to dictate a 
difficult report to one of our best 
stenographers. Suddenly I realized that 
the girl was all mixed up and unable 
to write down what I was saying. I 
said, “Miss So-and-so, are you in pain, 
do you want to be exeused, are you ill?” 
She started to ery bitterly. “No”, she 
said, “but I had the worst thing happen 
to me that ever happened to anybody.” - 
Her husband had been out with a 
married girl, a neighbor, and so forth 
and they’d been caught and there was 
the fear of a scandal. I never saw a 
girl more upset. Well, we talked to- 
gether and she asked my advice and I 
told her what I thought she ought to do. 
Being an old-timer and having had 
girls to boss for 35 or 40 years I’ve 
had a few different things to worry 
with. I pointed out to her that it wasn’t 
a matter of revenge, it wasn’t a matter 





John Beutler Jr. does du Pont design prob- 
lems on this analog computor. 


of getting even, it wasn’t a matter of 
anything selfish—the most important 
thing in the world was to save her mar- 
riage (they had two dear children). She 
took my advice, worked it out on a sensi- 


ble basis and two or three days later she 
said, “Mr. Nock, the thing has been 


straightened out, matters are getting 
better and everything is going to be all 
right.” Two or three weeks later she 
said, “Everything is straightened out 
fine, the ones involved admit they were 
wrong. It’s more or less forgetten and 
we're all back and everything is going 
fine.” Now, could any union organizer, 
could any Communist, could anybody 
in the world get that girl away from 
us or could they in any way put a 
wedge between her and management? 
That girl deep in her heart appreciates 
what management did for her in that 
crucial moment when she didn’t know 
which way to turn. She told me, “I 
ean’t talk to my father about it. I 
can’t talk to another soul, and I am so 
grateful that you will take the time to 
listen and give me wise advice that only 
an outside party can give.” 

A few years back we had a case where 
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one of the dictators was annoying our 
stenographers. We have some right nice 
looking little girls and you know there’s 
likely to be some wolves in the crowd. 
This fellow was a wise guy. He would 
make off-color remarks and kid the girls 
along with wisecracks. Of course, the 
girls complained. There were two things 
we could do. One would be to make an 
issue of it; take it to the man’s man- 
ager, have a lot of trouble and it would 
be cured. But we didn’t do that. Instead, 
our stenographie supervisor went to 
the man about it and said, “I am sure 
there is a misunderstanding, I don’t 
think you would do a thing like that, 
but the girls somehow or other have 
gotten the idea that you aren’t talking 
the way you ought to We'd ap- 
preciate it if you would stop it.” We 
never had any more trouble. But think 
of what would have happened if we’d 
gone the official way with a formal 
complaint, from me as manager to that 
man’s boss as manager. He’d have called 
him in and raked him over the coals. 
He’d have stopped all right, but there 
would have been animosity, a hurt in 
his heart. That wasn’t the friendly 
way to do it; the Golden Rule way. The 
way we did it got results, nicely and 
quickly. 

Like all other large companies, we 
have salary attachments. People who buy 
mink coats—maybe not mink but some 
kind of coats—and don’t pay for them. 
We don’t handle them officially. When 
the attachments come to our salary de- 
partment they always send them to me. 
I call the person to my office and tell 
them what has happened and we talk 
it over. In one or two eases I found 
that the attachments were legally un- 
sound. I got hold of our legal depart- 
ment in two cases and we threw them 
out because our lawyers told the magis- 
trate, “You might as well cancel it be- 
cause it’s wrong” and they pointed out 
where it was wrong. In other cases the 
employees admitted they owed the 
money. I said, “You know you can’t 
go on this way. You'll have attachments 
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every month. Why don’t you go down 
and get it straightened out.” They’d go 
see the creditor, make a promise to 
pay so much a month and they would do 
it and we never have had one ease where 
they have failed. 

Let’s take the spiritual side. Many 
things we call psychological are really 
spiritual, but we hardheaded business- 
men don’t like to admit it. None of us 
can leave God out of our lives! We’ve 
got to bring God into our business 
relationships if we are going to be en- 
tirely successful; the “love thy neighbor” 
attitude that was exemplified in the par- 
able of the Good Samaritan. 

[ had an employee who was a divorcee 
and I never saw a more bitter one in 
my life. She had a right to be sour. She 
was getting along in years and her 
husband one night started to pack his 
suitcase and she said, “Where do you 
think you are going?” He said, “I am 
going to the hotel, dear.” She said. 
“When are you coming back?” He said, 
“T’m not coming back.” She said, “What 


do you mean you are not coming back ?” 
“Well”, he said, “we’re through, I’m 
leaving.” That was quite a shock to her, 
as you can understand. But he never did 


come back. She was sore at him, she 
was sore at every man in the world and 
she was sore at every woman too. I 
didn’t know about all of this that had 
happened—it came out later on. She 
was sour in her relations with the girls, 
with the customers who called there, 
with the salesmen. Finally, the supervisor 
talked with her and tried to straighten 
her out, but to no avail. Finally, I got 
her to talk with me and the full story 
came out. I said to her, “Now, look, 
your trouble is that hate has taken over 
your life. Every function of your life 
is governed by hate. You will not be 
successful and you are not going to be 
able to hold your job here much longer 
unless you put enough love into your 
heart to push that hate out.” She said, 
“Mr. Nock, why haven’t you told me 
this before?” “Nobody ever told me that 
before.” She said, “I’ll do something 
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about it.” She changed herself so that 
in a year the customers were telling 
what wonderful service they were getting 
and commenting on her friendly manner. 
Instead of firing the girl, instead of 
bawling her out, we reasoned with her, 
pointed out just what was to be done 
and the reasons for it. 

Some years ago I had a young man 
in training to be a supervisor, a very 
promising lad and one of the smartest 
boys I ever had in my division. He had 
just gotten out of the Army a short 
time before. He was naturally self-as- 
sertive and the army life didn’t help 
that any. Well, he brought that old 
Army attitude right back into business 
life with him. He dian’t ask anybody 
to do anything; he told them and we 
don’t do that in our management. To 
sum it up, he was not very human. I 
had a frank talk with him and I told 
him the very same thing that I told 
the girl. He had to get love in his heart 
and reflect it in every attitude and in 
everything he did or said. By “love” 
don’t misunderstand me—that’s the most 
misunderstood word in the world. We’re 


(Continued on page 153) 


Gertrude Bedyk and 17 other photographic 
assistants average 55,000 prints yearly in 
du Pont's engineering department. 





Thunder on the Right Margin 


AL 


AMES 


Methods Examiner, Arlington, Va. 


OU’VE misdivided the word “‘accom- 
modate” here in the second para- 
graph. I think maybe you’d better re- 
type the letter. If you’ve spent much time 
in an office you have heard the equiva- 
lent of that statement many times. A 
neat erasing job would fix the right 
margin but the left margin, which ordi- 
narily is perfect, would be spoiled be- 
cause one or more characters would have 
to be added or deleted. Rule-worshippers 
have a simple, but expensive, solution: 
“Retype it.” 
For many years, various textbooks 
have carried 15 or 20 rules on how to 
divide words at the end of a line. Most 


END OF 
LINE 

Ore- 

Gar- 

les- 

where- 

lo- 

= 

Form AD-=- 

writ- 


NEXT LINE 


gon 
ner 


paragraph 
172 
ing 

pay- 
ment. 

rep- 
resentatives 


The attractiveness of a typed page is 
dependent partly on good right-margin 
treatment. Since word-division was in- 
vented for this purpose, it seems incon- 
sistent to follow a score of rules which 
disallow word-division. There is only one 
rule which seems to have merit: If a 
word is to be divided, it should be di- 
vided between syllables. It follows, of 
course, that words of one syllable should 
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of these rules apparently were invented 
by impostors beeause the rules ignore 
the basic purpose of word-division, 
which is to attain reasonably even right 
margins. An interesting fact is that 
word-division rules are not observed in 
the text of publications which promote 
them. It would appear, therefore, that 
either authors of textbooks do not proof- 
read their material or that violation of 
such rules does not affect readability. 

The word-divisions below appear in 
books and manuals which contain rules 
forbidding such divisions. The conclu- 
sion to be drawn is that the rules, rather 
than the divisions, are “errors.” 


"BROKEN RULE" EXPLANATION 


Divided proper noun. 

Divided proper name. 

Divided six-letter word. 
Two-stroke carry-over. 
Two-stroke hold-over. 
One-stroke hold-over. 

Divided code. 

Division at end of first line 
of a page. 

Division of last word of a 
paragraph. 

Part of a word carried to the 
next page. 





not be divided. Most publishers observe 
only this one dividing limitation and 
their publications are read by countless 
millions who have no difficulty in reading 
divided words. 

Common sense, rather than rigid rules, 
should determine all other word-divi- 
sions. The examples opposite are accept- 
able word-separations—rules to the con- 
trary notwithstanding. 
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Mr. 
Whistler 


Con- 
gress 
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kerchief. 
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It is correct to divide proper 
nouns and proper names. It is 
an accident of language-de- 
velopment that not all nouns 
begin either with capital 
letters or small letters. 


It is correct to separate parts 
of a person's name. 

It is correct to separate a 
title from a name. 


An even right margin is just as 
desirable at the first line of 
a page as elsewhere. 


An even right margin is just as 
desirable at the last line of a 
paragraph as elsewhere. 


There is nothing wrong with 
separating parts of a date 
designation. 


The separation of a time desig- 
nation is equally acceptable. 
Hyphenated words may be divided 
at places other than at the 
point of the compounding. 


A part of a long word may be 
carried to the next page. 
Sums expressed in Arabic 
numerals may be divided after 
a comma. 


A reasonable division of a code 
is acceptable. 


To divide a word so that the 
part held over will suggest the 
remainder of the word can't be 
done consistently enough to 
justify attempting to observe 
the rule. 

It may be desirable, but it is 
not necessary, to hold over a 
syllable represented by a 
Single vowel. 

Two-character divisions aren't 
usually worth-while. They 
shouldn't be outlawed, however, 
because in some instances they 
are quite desirable, as when 





be- 
blithe- 


smirched 


ly 
bout 
deal 


merican 


There is a rule of another type. 
“Never should more than two consecu- 
tive lines end with a divided word.” This 
rationing of hyphens fails to take into 
consideration that hyphens are not used 
“every now and then,” but whenever the 
right margin can be improved consider- 
ably by word-division. When that situa- 
tion oceurs at the end of a third, or 
even fourth, consecutive line, “hyphen- 
haters” apparently prefer to ignore the 


You are the 
zeable fortune. 
is office. 


the typewriter bell rings at 
the beginning of a word which 
has a long second syllable. 
Common sense suggests that a 
one-stroke division serves 
little or no purpose; but a 
letter containing an undesir- 
able division of this kind 
shouldn't be retyped because 
of it. 


purpose of word-division. 

Some rule-makers back-track a little 
by adding the words “where possible” or 
‘Sf possible’ to the rule. Everyone 
knows that it is always possible to refuse 
to divide a word. Most of the rules 
which prevent or limit word-division are 
defended on the basis of readability. It 
is entirely possible that an atrocious 
word-division will cost the reader a frac- 
tion of a second of reading time: 


sole heir to a si- 
Please contact th- 
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Despite the fact that such word-divi- 
sions are not recommended or excused 
by anyone, you probably read both of 
the sentences in less than five seconds. 
The time spent in learning a long list 
of abortive rules—the time spent in dis- 
cussions and arguments—and the time 
spent in retyping material so as to get 
rule-perfect right margins—probably 
outweighs the time saved in reading ease 
more than a hundred to one. 

The recommended formula for right 
margins is simple: (1) Don’t retype let- 
ters or other material because of ap- 
parent word-division errors. (2) When- 
ever the right margin can be improved 
considerably by dividing a word, divide 
that word between syllables. 

Some typists who have mastered what- 
ever word-division practices they are re- 
quired to follow, have difficulty in carry- 
ing out the typing mechanics. Let’s look 
over the shoulder of a few typists who 
are turning out what some refer to as 
“those weird right margins.” 

Helen sets her right marginal stop 
the same distance from the right edge of 
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the sheet as she sets the left marginal 
stop from the left edge of the sheet. All 
of her imperfect lines are short because 
the right marginal stop is the keylock. 
Helen ends the line as soon as possible 
after the bell rings—a point four strokes 
before the desirable stopping point. 

Ruth works in a small office. Her 
boss prefers to let her handle the typing 
end of the correspondence. Ruth says 
it’s a waste of time to look up words in 
the dictionary, and therefore never 
divides words. Her motto is, “All or 
nothing.” 

Lois is familiar with every word-divi- 
sion rule ever invented—and she follows 
the rules. Her problem is not one of 
whether or where to divide. It is that 
of getting the division at the proper 
place on the page. In following the 


rule, “Never divide a word at the end of 
the first line of a page,” she was off to 
a bad start because she always uses the 
first line as a guide for her right margin. 

As an aid in ending a line, Sally al- 
ways uses the previous line as a guide. 
As in the case of the other three typists, 










































































"Oe" 


THe Orrice—June, 1953 


pitiaiesnteetiseennet ease Le 


"SALLY" 





Sally did not properly use the mechg- 
nism designed for getting good right 
margins. 

The right marginal stop is the key- 
lock position which, on most machines 
is eight strokes beyond the bell-ringing 
point. It is not possible to end lines 
just as the bell rings. Also, it is a 
waste of time to run into the keylock 
consistently because of the manipulation 
required to unlock the keys so that the 
word or syllable can be completed. The 
marginal stops should be set so that the 
perfect point for ending a line is mid- 
way between the bell (b) and the key- 
lock (k). 





It is assumed that left and right mar- 


gins are to be equal. If, for example, 


the left marginal stop is set for a 12- 
space margin, the right marginal stop 
should not be set 12 notches from the 


Bell-ringing point (merely warning; not 
Perfect stopping point (four strokes after bell 
Keylock (a point which should rarely be reached 


right edge of the sheet. It should be set 
four notches to the right of that point. 
A line should be ended about four 
strokes beyond the point where the bell 
(b) rings. This, in some instances, will 
require typing a few strokes beyond, or 
a few strokes short, of the perfect stop- 
ping point (*). Slightly long or short 
lines should be intentionally alternated 
or mixed. If a word is completed just 
as the bell rings or a stroke or two later, 
the next word should be typed if it is 
short—or a word suitable for division 
should be begun. If this technique is 
followed, the best possible right margins 
will be attained. 


point ) 





oy 


Millions of retyping jobs will be obvi- 
ated if typists will follow the right mar- 
gin mechanics just explained and if 
supervisors and reviewers will limit 
themselves to the single rule of dividing 
words between syllables. 











Scene from "The 
Picture of Comfort,” 
a ten-minute color 
movie showing the 
entire line of Harter 
posture chairs, which 
Harter Corp. repre- 
sentatives can show 
executives anywhere 
from a suitcase-pro- 
jector with built-in 
sound and screen. 
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Burroughs dealers have the advantage 
of continuing national advertising in 
LIFE, THE SATURDAY EVENING 
POST, and NATION’S BUSINESS. 
There’s a sample at the right. 


Burroughs dealers benefit, too, from 
the experience gained and the 
reputation built through the manu- 
facture of well over 2,000,000 adding 
machines... from the more than 600 
Burroughs Service Centers with 
factory-trained men to handle every 
service job... from the broad line of 
Burroughs adding machines and cash 
registering machines that meet the 
needs of prospects in every kind 

and size of business. 


The best part of the Burroughs dealer 
plan is the machines the dealer has 
to sell. They look right. They have 
the feel and the sound that speak of 
easy speed and of rugged depend- 
ability. And they bear the best-known 
name in business. The “extras” that 
come in the Burroughs dealer plan 
help make selling easier, volume 
larger, and profits greater 

today and tomorrow. 


OF GOOD BUSINESS 


{jurroughs | 


AUTHORIZED DEALER SALES 


This new dealer sign, available for 
window or counter, is another of the 
many sales aids that help Burroughs 
dealers capitalize on the Burroughs 
name—known in every community for 
the highest standards of product qual- 
ity, dependability, and performance, 
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Above is a portion of a Burroughs Advertisement 
scheduled for an early issue of LIFE magazine. 


For your greater profit, ask the Burroughs branch 
office near you for details of the Burroughs dealer 
plan, or write Burroughs, Detroit 32, Michigan. 


WHEREVER THERE’S BUSINESS THERE’S 
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Furniture Storage Warehouse 
Turns to Records Storage 


HE household goods moving and stor- 

age industry is offering business firms 

and professional men help to solve 
the problem of what to do with inactive 
records. It was natural that the furni- 
ture warehouse industry offer this service 
because the general storage requirements 
are the same for records as for house- 
hold goods and the physical plant of the 
household goods warehouse adapts itself 
well for this type of storage. Many of the 
buildings are of fireproof construction 
and all realize the need for immaculate 
housekeeping and strict observance of 
no smoking rules and other security fac- 
tors in fire prevention. Many leading 
eastern warehouses such as Chelsea Fire- 
proof Storage Warehouses, Ine. and 
Manhattan Storage & Warehouse Co. 


, 


‘ 


BH 


SET oe 


* 


Inactive records in transfor cases at City 
Transfer & Storage Co., San Francisco. 


have private rooms which adapt them- 
sales well by offering exclusive occu- 
pancy and complete privacy to those 
firms who request it. Because most of 
the well established warehouses own 
their buildings, there is little possibility 
of having to move the records once they 
are in the warehouse. This industry feels 
that since it is called upon to move 
office equipment, supplies and records 
as well as household goods, they should 
be the logical ones to store inactive 
records as well as inactive household 
furnishings. 

One such warehouse is the City 
Transfer & Storage Co. of San Fran- 
cisco which for five years has specialized 
in the storage of inactive records. Origi- 
nally you might say the company was 
“foreed” into this business. Because they 
do much of the office moving in San 
Francisco, it was natural that many firms 
came to them with their storage as well 
as moving problems. It wasn’t long be- 
fore owner-managers Robert Reis and 
Ritchie Smith realized the opportunity 
to expand and diversify their company’s 
storage department and at the same time 
offer greatly needed service to business 
firms in San Francisco. 

To make sure they were on the right 
track, a questionnaire was sent to several 
thousand business firms and professional 
men to see if there was a need for such 
a service. The response was encourag- 
ing enough for them to buy a warehouse 
within a few blocks of the financial dis- 
trict and set up a records storage depart- 
ment. Now, only five years later, one 
entire floor is filled with inactive records. 

They approached the problem by con- 
structing shelving to aecommodate 
standard legal or letter size transfer 
eases. Space is sold, not on a eubie 
footage basis as is customary in furni- 
ture warehousing, but instead on rate 
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It’s no wonder that the new Model 9S OLD TOWN 
liquid Duplicating Machine has been so enthusiastically 
received by everyone who has seen and tried it. OPYMAKER | 
Here’s the finest all-around duplicator that money Hos ALL the usval 
can buy—featuring “Cyclomatic Action” which assures otis aeons 
faster, more brilliant reproductions. Produces 1 to 6 feasion gene Gee ecaien 
colors at one time and in split seconds. Actually makes Se Se ew ane 
over 140 clean, clear copies a minute, of anything you AND SORTRES ~ Prevents en. 
type, write, print or draw—on varying weight paper penenrnom 
or card stock; 3” x 5” up to 9” x 14”. Write for illus- maa 
trated brochure on this revolutionary COPYMAKER. Solem Gaaben ot ook 


or length of run. 


Manufactured To The Same High Standards 
That Have Made OLD TOWN Carbons, Rib- 


bons and Equipment World Renowned. SS o inves 
DEALERS: 
Year after year prof- 
its with an OLD TOWN 


franchise. Write for details. convonatién 
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OLD TOWN CORPORATION + 750 Pacific Street * Brooklyn 38, N. Y. 
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per lineal foot of shelving. While the 
shelves are built specially for transfer 
ceases, loose records like ledger books, in- 
surance claim files and accountants’ 
client folders can be stored without 
putting them in containers. On these 
shelves each record is as accessible, to a 
person at the warehouse, as if it were in 
the office. 

Before establishing their charge for 
the service, City Transfer & Storage 
Co. made a survey of office rents in 
downtown San Francisco. These were 
found to range between 35 and 40 cents 
per square foot per year. Basement stor- 
age, where available, cost about half 
this amount. To make the cost saving 
large enough to justify moving the 
records, storage rates were established 
so that they would be 20% to 30% of 
the cost of storing the same records in 
the office. The contents of 10 four- 


A four-hour watchman check is maintained 
when the building is closed. 


The storage warehouse makes all records 
readily available to authorized persons. 


drawer metal files, for example, can be 
stored on their shelves for as low as 


$3.60 per month. These same files, 
when left in office space renting for 
35¢ per month would occupy 45 sq. ft. 
(allowing room for necessary aisles) 
and would cost $15.75 per month. By 
releasing an expensive filing cabinet eost- 
ing upwards of $75, this saving alone 
will cover the cost of storage on ware- 
house shelves for two years. 

Many firms have need to refer to the 
records as often as two or three times 
a week. To get to the records stored at 
City Transfer & Storage Co. warehouse, 
you go through a procedure similar to 
that of gaining entrance to the safe de- 
posit department of a bank. The firm 
owning the stored records supplies sig- 
natures of those people permitted to 
have access to the records. These names 
are kept on file and checked in the office 
before access is permitted. A bonded 


THe Orrice—June, 1953 





The boss was in a rage. 
“Design me a simple 
invoice form that does 
away with these fool 
errors,” he roared. So with 
our printer I worked out 
a simplified form on 
Hammermill Bond. Not 
only has the new form 
minimized chances of 
error, but we’ve found that 
Hammermill Bond takes 
printing, typing and 
erasing so much better, 
looks so much more 
attractive, that we’ve 
standardized our printed 
forms on it. 


IT PAYS TO DO BUSINESS 
ON HAMMERMILL PAPERS 


Your printer can help you 
design efficient forms and 
prestige-winning letterheads. 
To obtain printing on 
Hammermill papers, look for 
the Guild sign on a printer's 
window. Let it be your 
guide to printing satisfaction. 
Send for free Hammermill 
Bond sample book and the 
idea book, “How to Design a 
Business Form.” 


Hammermill Paper Co. 


I. 1463 East Lake Road, Erie 6, Pa. ~ 
Please send me—FREE—the sample 
a book of Hammermill Bond and include j 
ea 


“How to Design a Business Form,” 


Name 
21 Position 
Please 
h CY § 


attach to, or write on, 
s letterhead 
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warehouseman then accompanies the in- 
dividual to his Section. Finally a record 
of those persons having had access is 
submitted along with the storage in- 
voices. Private compartments, secured 


under lock and key, are available to firms 
desiring exclusive occupancy of a sec- 
tion of shelving. Most companies allow 


room for several years’ expansion to be 
assured that all their records will be 
kept together. 

Many firms who have rented space 
outside the office to store records have 
found that the cost of having to move 
the records and shelving upon expira- 
tion of a lease more than offsets any 
cost saving in rent. This is a valid sales 
point stressed by City Transfer & Stor- 
age Co. and loft space is seldom as 
secure against fire as are its facilities. 

Sorting the records, disposing of that 
which doesn’t have to be kept, and in- 
dexing and inventorying the rest, is 
not a pleasant responsibility for any 
one. This accounts for the fact that 
City Transfer & Storage Co. has many 
companies who realize they have a need 
for its storage services but continually 
put off the inevitable task of preparing 
records for storage. The storage com- 
pany always recommends that the 
records be properly numbered and in- 
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If desired, a ware- 
house area contain- 
ing business records 
can be partitioned 
off and kept under 
lock and key by the 
owner of the records. 


dexed and, if possible, inventoried be- 
fore being sent to the warehouse. This 
enables them to be moved quickly to the 
delegated shelving space and, most im- 
portant, permits quick reference wher 
access is necessary. If the contents of 
eagh transfer case has been inventoried, 
City Transfer & Storage Co. will deliver 
any records required, thus eliminating 
the need for sending a company repre- 
sentative to the warehouse. Establish- 
ment of a destruction schedule is also 
recommended, so that when a record be- 
comes obsolete it can be cremated upon 
executive approval. <A _ certificate of 
cremation showing date and method of 
disposition is then issued. 

The record storage department at City 
Transfer & Storage Co. is the “baby” of 
the company. The moving and storage 
of office equipment and household goods 
locally and long distance via Allied Van 
Lines provide the principal source of 
revenue of this 55-year-old business. This 
pattern is generally true throughout the 
nation in the moving and storage indus- 
try. But judging the acceptance of 
record storage in San Francisco and the 
entire nation, it should soon become an 
important adjunct to the moving and 
storage industry and a welcomed service 
to many business firms. 
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a time-honored name in the photocopying 
field*... announces this new addition 


to its distinguished line of photographic 


copying apparatus, designed to use the 
EASTMAN KODAK CO.’S amazing new 
VERIFAX process... 


Photostat Instant Copier 


for use in any office ... everywhere! 


Here is a small, inexpensive machine which 
will make three or more black-on-white copies 
of practically any original up to 84%” x 14” in 
size in one minute, ready for immediate use! 

It takes up less than two square feet of space 
on desk or table... it can be used under any 
normal office lighting at any time dy anyone 
in the office. 

The PHOTOSTAT INSTANT COPIER is de- 
signed to get the very best results from the 
new EASTMAN KopDAK COMPANY'S VERIFAX 
process ...a truly revolutionary method of 
making copies of anything typed, printed, 
written or drawn. It is entirely different from, 
and should not be confused with, any previ- 
ously known process. No other office copying 
equipment can equal the versatility and flexi- 
bility obtainable with the combination of the 
new PHOTOSTAT INSTANT COPIER and the 
VERIFAX process. And it is fully guaranteed 
by Photostat Corporation! 

*For over forty years, PHOTOSTAT CORPORATION has 
led the way in the manufacture and marketing of 
photographic copying apparatus for every type of 


business use . . . every Federal, State, County and 
Municipal government need. 

The new PHotostaT INSTANT Copier will be sold You will be amply repaid if you get full 
and serviced by our field staff from coast to coast and ¥ 
in Canada in the same efficient manner and under details before purchasing any office 
the same conditions as now apply to our larger and photo-copying equipment. Write to 
long established models of photographic copying 
apparatus. 


/ PHOTOSTAT \ PHOTOSTAT CORPORATION 


is the registered trade-mork of | — - 299 STATE STREET, ROCHESTER 14, NEW YORK 
\ pHorostar corporation / 





— or any service office in our principal cities and in Canada 
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Old 
Factory 





The Swartwout Co., 
Cleveland, remod- 
eled the old indus- 
trial warehouse 
space, shown in 
upper photo, into 
the offices shown 
below. Ceiling was 
covered with acou- 
stic tile and beams 
painted white. Walls 
are yellow above a 
blue-green dado. 
Two-tone green slat 
blinds cut daylight 
glare. The 20" deep 
beams shield Slim- 
line fluorescent 
lamps in 3-lamp and 
2-lamp channels. 
Clear glass _parti- 
tions help to main- 
tain 45 to 58 foot- 
candles of light on 
desk tops in parti- 
tioned offices at 
right while illumina- 
tion in the general 
office area at left 
averages 63 foot- 
candles. Roger Gilli- 
land, Swartwout as- 
sistant chief engi- 
ner, and T. C, Sidlo, 
district engineer for 
General Electric 
Co., worked together 
on the moderniza- 
tion. 
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Fedders presents the 


NEW IDEA IN OFFICE 
AIR CONDITIONING 


EDDERS Built-In Weather 

Bureau gives you the weather 
you want with the flick of a button! 
Simple, flexible, it lets you control 
the amount of cooling. .lets you ven- 
tilate an office, or exhaust smoky air 
any time, all year ’round. Lift-top 
conceals controls. 


The handsome, compact new Fedders 
unit fitsin the window, without pipes, 
ducts, or building alterations. Gives 
cool, mountain-fresh air. Circulates 
and ventilates with never a draft. 


Fedders 14, 14, 34, and 1 ton capacity 
window models in new Breeze Green 
or Ivory. There’s a new Fedders Room 
Air Conditioner for every office and 
every need. 


Keeps the air healthfully dry on 
damp, muggy days. Extra large 
Fedders filters catch dust, dirt, pol- 
len..help relieve hay fever, keep 
offices cleaner. 


Every Fedders model has the exclusive 
Built-In Weather Bureau. See the 
powerful new Fedders in action at 
your Fedders dealer. Look in the 
Classified Directory under ‘Air 
Conditioners” for his name. 


Fedders Console Models 

-the finest money 
can buy! In 34 ton, 
1 ton and 1% ton 
capacity models. 
Made by master 
craftsmen in lustrous 
mahogany or genuine 
avodire blonde cab- 
inets. 


MAIL COUPON TODAY 


FEDDERS-QUIGAN CORP., Dept. 9-5 Buffalo 7, N. Y. 
© Please send me a free 20-page booklet on Fedders Room 
Air Conditioners. 


O I want to see a Fedders Office Air Conditioning 


FEDDERS 


A great name in COMFORT 
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THE FIRST TRUE DICTATING MACHINE APPLICATION 
OF “THE MAGNETIC PRINCIPLE OF RECORDING” 


REX RECORDER ...1THE NEWEST, MUST ECONOMICAL 
DICTATING AND TRANSCRIBING MACHINE IN THE WORLD! 


The dream of executives and secretaries alike has come true! With the advent of the 
new REX RECORDER dictating machine, the application of “THE MAGNETIC PRINCIPLE 
OF RECORDING” has been accomplished in this field . . . resulting in the greatest saving 
of money, effort and time in office equipment history. 


PRACTICALLY A LIFETIME OF 
FREE USE... You get 3 discs at no extra charge, 
and each of these discs can be used 10,000 TIMES OR 
MORE by simply wiping the reverse side with the 
“REX MAGIC ERASER” (a magnetized bar provided 
with the machine). 


YOU CAN DICTATE OR TRANSCRIBE ON THE 

SAME UNIT .. . A set of REX RECORDERS, consist- 

ing of 2 combination units, gives you the actual 

use of 4 machines . . . 2 dictators or 2 tran- 

scribers, depending on whether you have a 

peak load of dictation or transcription. This REX 

INTERCHANGEABILITY GIVES YOU PERFECT 

BREAKDOWN INSURANCE .. . No waiting for 

repairman . . . should breakdown occur just DEALERSHIPS 

interchange machines. It’s so easy to operate, ARE NOW AVAILABLE... 
you'll be convinced of its many advantages. CONTACT US FOR COMPLETE DETAILS 


EXCLUSIVE NATIONAL DISTRIBUTOR ¢* ESTABLISHED 1923 


AMERICAN DICTATING MACHINE CO., INC. 


65 MADISON AVENUE ° NEW YORK 16, NEW YORK 


VISIT US AT BOOTH 45, NOMDA SHOW, June 18-20, Ambassador Hotel, Atlantic City 





ri 
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Atlantic City's Ambassador Hotel. 


TLANTIC CITY’S largest hotel 
the Ambassador, will be the site of 
the 28th annual convention of the 
National Office Machine Dealers Assn., 
June 18-20. The hotel was selected after 
a thorough check of its facilities for ex- 
hibits and rooms to handle the business 


sessions, luncheons and panel discussions. . 


A block of several hundred rooms has 
been set aside for dealers who will con- 
verge on the world famous convention 
city. Many manufacturers have selected 
suites and many members of the associa- 
tion have already registered. 

“We feel the Ambassador Hotel is 
an ideal spot for our convention,” stated 
Harold Steinke, general chairman of the 


NOMDA 
Convention in 
Atlantic City, 
June 18-20 


event for the chapter, Pennsylvania-Jer- 
sey-Delaware OMDA. “Several of our 
committee visited the Atlantic City ho- 
tels to inspect their guest room and 
meeting room facilities and recom- 
mended the Ambassador. Being on the 
Boardwalk is a great drawing card as 
it will make bathing and sunning handy 
for those who come to acquire a tan. 
Then too, the sights of the greatest en- 
tertainment whirl in the world will be 
right at hand.” 

Exhibits will be on the same floor with 
the registration desk, meeting rooms, 
all other activies of the gathering. Every 
booth will be in the direct flow of traffic 
to and from the various meetings and 
luncheons so that all exhibits can re- 
ceive excellent attention. 

Heading the list of speakers will be 
Harold G. Hoffman, recognized as a 
great inspirational speaker. Mr. Hoff- 
man entered the Army as a private in 
World War I and rose to captain. By 
the time he had reached 40 he had been 
a newspaper reporter, bank president, 
major, state legislator, congressman and 


NOMDA officers, |. to r.: Edward Pfitzenmaier, secretary; Ralph Archinal, vice president; 
Jack Weiner, president; Lynn Roper, treasurer; Harold Mann, executive secretary. 
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HAROLD G. 
HOFFMAN 
Former Governor 
of New Jersey 


governor of the state of New Jersey. 
Most of the session will be down-to- 
earth discussions of dealer business prac- 
tice. Because of the members’ accept- 
ance of machine panel sessions at pre- 
vious recent conventions, this year there 
will be panel meetings on typewriters, 
adding machines and bookkeeping ma- 
chines. 
Among the 


numerous entertainment 


features which are planned for the mem- 
bers and their wives, there will be a 
Monte Carlo Night on Friday, June 19. 
This has been very popular with con 
ventions in Atlantic City and it allows 
all who participate to play for prizes. 


NOMDA has been emphatie in an- 
nouncing that non-members will be most 
welcome at this meeting. The organiza- 
tion rightly believes its program will 
prove valuable to every distributor of 
office machines and it would like every 
dealer who can possibly do so to come 
to Atlantic City this month and see for 





NOMDA Exhibitors 


Addo Machine Co. 

R. C. Allen Business Machines, Inc. 
American Dictating Machine Co. 
American Automatic Typewriter Co. 
Ames Supply Co. 

Barrett Adding Machine Division 
Burroughs Corp. 

Clary Multiplier Corp. 

Curta Calculator Co. 

Facit, Inc. 

Richard Gibian Business Machines 
Gramont Corp. 

Indiana Cash Drawer Co. 
Inter-Continental Trading Corp. 
Lathem Time Recorder Co 

Maso Steel Products 

Monroe Calculating Machine Co. 
National Cash Register Co. 
Olivetti Corp. of America 

Paillard Products, Inc. 

Precisa Calculating Machine Co. 
Regna Cash Registers, Inc. 
Remington Rand, Inc. 

Royal Typewriter Co. 

Safeguard Corp. 

ey yy Mfg. Co. 

L. C. Smith & Corona Typewriters, Inc. 
Speed-O-Print Corp. 

Spence Furniture Co. 

Swift Business Machines Corp. 
Tiffany Stand Co. 

Typewriter Distributors, Inc. 
Underwood Corp. 

U. S. Typewriter Ribbon Mfg. Co. 
Victor Adding Machine Co. 











himself. Because of the recreational 
facilities of the town, those who come 
are advised to bring all the family and 
make it a vacation, too. Complete regis- 
tration information can be received by 
writing to Harold W. Mann, executive 
secretary, 1267 N. Wilton Place, 
Angeles 38. 


Los 


Four members of 
NOMDA's_conven- 
tion committee 
sample an Atlantic 
City shore dinner. 
L 66 a 

Savery Jr.,  enter- 
tainment chairman; 
Herbert Toussaint, 
president, Penn-Jer- 
sey-Del OMDA; 
Harold Steinke, gen- 
eral chairman and 
Edward Pfitzenmaier, 

co-chairman. 
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Greatest Work-Saver Ever Offered 


AT A PRICE EVERY OFFICE CAN AFFORD! 


Ty Con OM tents 
DESK MODEL FOLDING MACHINE 


auton mari ¢ FEED—H AND 0p. Compact, —— Fold-O-Matic gets mail and girls 
ERATED. ee eee, oe time! Handles all types of office folding jobs 
no aor - ——— to adjust fast: letters, statements, invoices, circulars, bulletins, 
or re ° e 
SIMPLE TO USE—Anyone can run tc. Speeds output, cuts clerical costs. Perfect for club, 
Built-in ge Be irecrius _ lettershop, public steno or business office. Where high- 
Foe sett nos eT 148 Two knobs Wage workers now waste expensive time hand-folding 
set it for any type of fold. . . 
Seana” ine 500 sheets per hour, Fold-O-Matic will turn out 500 
DS VERTICAL CREASE perfectly folded pieces in just 


Exciusive ‘‘Vertical Creaser’’ creases 


for vertical fold and No. 6 envelope. 5 minutes! pave sone 


QUICKLY, EVEN WHERE 
Another outstanding product of VOLUME IS LOW costs only 


™ PRINT-O-MATIC CO., INC. (HERR 7g Zu 





Merchandise Mart * Chicago 84, fil. 


@ West Coast Representative @ Cancdian Distributor 
CHARLES T. BYRAM NAUTA BROTHERS 

Market St. 57 Queen Street, West 

Sen Francisco 11, Calif. Toronto, Canada 
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Another great STURGIS achievement: 
Steel office chairs with 


iber Glass Bases eX 


that no amount of office abuse 
will dent, deform or disfigure 





Now you can have office chairs with a 
virtually damage-proof base—a base 
that will never have to be refinished be- 
cause there’s no finish to be refinished. 
It’s a solid, one-piece, molded fiber 
glass unit that will never need more 
than a wipe with a cloth to keep it 
looking like new. 


Your Sturgis dealer is now showing 
both executive and stenographic chairs 
with fiber glass bases. What’s more, 
these chairs may be selected with the 
steel parts finished in STURLON®, 
the extraordinary new finish which 
has 10 to 20 times the abrasion resist- 
ance of other finishes, is warm to the 
touch and is non-corrosive. You can’t 
beat that combination! 


uw PosTu 


THE STURGIS POSTURE CHAIR COMPANY «+ STURGIS, MICHIGAN 


For complete information and the name of your nearest dealer, 
Write to The Sturgis Posture Chair Company, General Sales Office, 154 East Erie Street, Chicago 11, IIinois 


You can't see af 
the quality that’s 
engineered into ff 


es ° 

Self-leveling 

The flex characteristics of 
the fiber glass base are such 
that regardiess of the un- 
evenness of the floor, the 
occupant’s weight keeps 
the chair absolutely level. 


Cures “foot-trouble” 


Office workers are prone to 
inflict scars and scuffs on 
chair bases. But a fiber 
glass base is a sure cure for 
this sort of ‘foot trouble’. 





tt 


Noiseless! 


The sound deadening char- 
acteristic of fiber glass 
insures virtually noiseless 
movement of the chair, even 
on rough and uneven floors. 








Smart, beautiful patterns 


The glass fiber formations 
produce a pattern of dis- 
tinctive beauty—introduc- 
ing a brand new decorative 
note into office chairs 


RE CHAIRS 





OFFICE MANAGEMENT IN GOVERNMENT 





Why Mississippi Uses a 
Multi-Purpose Purchase Form 


ROY E. SAYE 
Purchasing Agent, Mississippi State College. 


HE shortage of stenographic and 

clerical employees is really a blessing 

to both employers and to employees. 
Almost every business is being foreed to 
streamline and simplify office procedures 
and paperwork. Stenographers and 
clerks are getting higher salaries and 
better office equipment with the result 
that they are becoming better employees. 
This trend toward easier paperwork and 
more efficient employees may soon over- 
come the employee shortage. 

Savings to American industry through 
increased employee and paperwork ef- 
ficiency may easily run into the billions 
of dollars. Even a small 10% saving 


for the estimated eight million clerical 
employees amounts to over two billion 


dollars annually. Almost every office 
ean reduce its volume of paperwork by 
as much as 20%. Better designed forms 
and precarbonized or continuous carbon 
sets can easily save 25% or more of the 
typing time in many offices. 

A well designed form with a pleasing 
appearance will help create a good men- 
tal attitude in the clerical employees 
who use it. This attitude can be fur- 
ther advanced by designing the forms 
with sufficient writing space, proper 
spacing of writing lines, correct arrange- 
ment and sequence of data, and by cor- 
rectly placed instructions on the form. 
Forms for many different uses can be 
typed at one writing by using electric 
typewriters and having the forms in 
carbonized snap-out sets or in continuous 
sets with inter-leaved carbon. Purchase 
order forms are used in every business 
and offer the first real opportunity for 
making copies of a form for several 
different uses. One writing is enough 
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to get an original purchase order for 
the vendor, the necessary file copies of 
the order, a receiving report and an 
accounts payable voucher form. The 
purchasing department at Mississippi 
State College now uses a 7-part snap- 
apart, one-time carbon set of forms with 
copies for all these uses. 

Our forms are designed for use with 
a standard electric typewriter. Ample 
space is given to enter all the required 
data. A feature of the form is the 
perforation on the original copy just 
below the first line of data. Vendors are 
not confused by requisition numbers, ac- 
count numbers and names of depart- 
ments; yet all carbon copies show this 
information. The original copy is 814” 
x 11” when torn from the set. The 
34,”-stub at the top of the original copy 
comes off with the sheets of interleaved 
carbon and is thrown away. By placing 
these blanks at the top of the form, 
they can be filled in by use of the same 
tabular stops used for entries in the 
parts of the form. 

The same purchase order form is used 
in centralized purchasing for Mississippi 
State College, Mississippi Extension 
Service, the Mississippi Agricultural Ex- 
periment Station including 13 branch 
experiment stations, Mississippi Chemi- 
eal Laborato:'y, College Cafeteria, Col- 
lege Book Store and several smaller 
agencies of the, State of Mississippi. 
Shipments may be routed to some 15 
different addresses, but all deliveries to 
the college go to a central receiving 
station. 

The purchase order can be typed with 
only four tabular settings, making it 
possible to move across the form with- 
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PURCHASE ORDER 

MISSISSIPP! GTATE COLLEGE 

MISGISGIPP! AGRICULTURAL EXTENSION SERVICE 
MISSISSIPP! AGRICULTURAL EXPERIMENT STATION 
Form 02 


6 
STATE 


fr 
} Cj COLLEGE 


Your QuoTaTion NO 


Termes 


Our Bio Fit No 


QUANTITY 


Please ship the following materials or items according to 


SHIPPING 
. POINT 


DESCRIPTION 


Show this Purchase Order Number 
on all invoices end peckeges 


No. 09606 


p PREPAID and send invoice in DUPLICATE to 


the terms, prices, and conditions given below: 


| Sur Via 








Date Or Onvar 





TOTAL PRICE 


sd enn res Sain, gi BOONE a OP” tet 








ACKNOWLEDGE order immedietely upon receipt giving definite shipping dete 
SHIP prepeid and add charges to invoice if order is F. O. B. shipping point 
CHANGES in this order are not to be mode unless in writing by both perties 
DISCOUNT period to be from date invoice or materiel is received, whichever is leter 


CORRESPONDENCE regerding ths order should be eddressed to PURCHASING DEPARTMENT, BOX 307, STATE COLLEGE, MISSISSIPPI 








MISSISSIPPI STATE COLLEGE 


Purchasing Agent 








The 8'/." x 1134" 7-part, one-time carbon, purchase order form. The original copy is perforated 
just above the college seal at top. 


out having to tabulate through a large 
number of tabular stops. All horizontal 
lines are spaced to match standard type- 
writer spacings which makes it possible 
to type the complete order without using 
the variable line spacer more than one 
time. The “unit price” column often 
found on purchase order forms was 
omitted to save one tabular setting and 
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the time necessary to type it in. The 
unit price is seldom needed on the order 
and can be easily included as part of the 
deseription when required. 

The address is not included as a part 
of the printed heading of the purchase 
order form, making it necessary to get 
it from the “Ship PREPAID and send 


(Continued on page 145) 
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Engineer Your Paperwork 
with a BRUNING COPYFLEX 


SAVE TIME, 
AVOID ERRORS, 
CUT COSTS 
IN HANDLING... 


BILLING 

ACCOUNTING 
PURCHASING 

TAX RETURNS 

BACK ORDERING 
STATISTICS 
PRODUCTION CONTROL 
FINANCIAL REPORTS 
CUMULATIVE RECORDS 
INVENTORY CONTROL 
GENERAL OFFICE COPYING 


Bruning 
COPYFLEX 
Model 14 


Copy any office form th seconde 


This Desk-side Copyflex machine gives you 
an errorproof, black-on-white diazotype 
copy —in seconds—of any office form 
from a large accounting worksheet to an 
invoice or small memo. It copies anything 
typed, written, printed or drawn on ordi- 
nary translucent paper or with Bruning re- 
flex film on opaque paper. 


The cost averages less than 2¢ per sq. ft. 
for all expenses. No skilled operator is re- 
quired; only a 5-minute explanation is 
needed. No exhaust ducts, stencils, messy 
inks, plumbing or darkrooms are necessary. 


Modernize . . . economize the Copyflex 
way. For free booklet and information on 
how to “engineer” your paper work, write 
Charles Bruning Company, Inc., Dept. L63, 
Teterboro, New Jersey. C+3+4A 
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TYPICAL BENEFITS FROM 
COPYFLEX ENGINEERED PAPERWORK 
*MAJOR RAILROAD: Copyfiex saves $78,400 a 
year on One billing operation alone in just one 

Office. 

*TOY DISTRIBUTOR: Now gets invoices out in 
time, thanks to Copyflex; is doing it with just half 
as many people. 

*INSURANCE COMPANY: Saves $100,000 yearly 
in processing applications with Copyfiex. 
*BANK: Since installing Copyflex, costs in the 
Pension Trust Department have dropped more 
than $10,000 a year. *Name on request 


BRUNING 


Specialists in copying since 1897 





National Machine 
Accountants Assn. 
Convention in 
Milwaukee, 
June 18-20 


National Machine Accountants Assn. 

will be held at the Schroeder Hotel, 
Milwaukee, June 18-20. An attendance 
of between 750 and 1,000 is expected. 
Formed little more than two years ago, 
this association’s purpose is to foster a 
better understanding of machine ac- 
counting among business executives and 
the general public, and to assist its mem- 
bers to establish sound principles of ma- 
chine accounting. In addition to show- 
ing the latest technical developments in 
equipment and its applications, NMAA 
also advises machine manufacturers and 


Te: second national convention of the 


ROBERT L. JENAL 


President of 
National Machine 
Accountants Assn. 





suppliers of related products of im- 
provements desired by its members who 
use such equipment in their daily work. 
There will be 18 concurrent seminars 
on both June 18 and 19 and each will 
be repeated at least once to allow more 
members to attend. It is planned to 
again repeat those meetings for which 
there is the most demand on Saturday, 
June 20. Subjects of the seminars will 
cover a broad cross section of business 
applications and everyday machine ac-: 
counting procedures. NMAA chapters 
from throughout the country are send- 
ing their most capable men to act as 
seminar moderators. Chapters partici- 
pating are: Boston, Cleveland, Milwau- 
kee, ‘Chicago, Los Angeles, New York, 
Wabash Valley, Terre Haute, Northwest, 
Minneapolis and Greensboro, N. C. 
The following manufacturers will ex- 
hibit and demonstrate their products: 
American Lithofold Corp.; Charles 
Bruning Co.; Airtemp Div., Chrysler 
Corp.; Commercial Controls Corp.; Con- 
velope Corp.; International Business 
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At this point 


WRINKLES _ 


\ 





There’s no point collecting worry lines 
from folds and wrinkles in finished 
duplicating work. 


Most of the time these creases are 
caused by uneven moisture content in 
the paper. This causes a ‘‘warping’”’ 
of the paper in the feed tray and these 
ridges are folded smooth as they feed 
under the roller. Sometimes the warp- 
ing is caused by a wide variation in 
paper moisture and room humidity. 

To combat wrinkling, all of East- 
ern’s wide assortment of duplicating 
papers are made with an even, correct 





moisture content . . . scientifically con- 
trolled and designed to work perfectly 
under normal office conditions. 


If you’ve been troubled by wrinkles 
why not try one of these fine papers on 
your office duplicating machines: 


Atlantic Duplicator, Atlantic Bond, 
Atlantic Mimeo, Atlantic Opaque, 
Manifest Bond, Manifest Mimeo, 
Manifest Duplicator. 


_ All but Atlantic Opaque are available 
in attention-compelling colors. Send for 
sample packets or sheets. 





nyso 


ATLANTIC BOND [QWuUttss- PAPER BD 


MADE BY EASTERN CORPORATION + BANGOR, MAINE 
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EASTERN 








Machines Corp.; Monarch Metal Prod- 
ucts Co.; The Punched Card; Moore 
Business Forms, Inc.; National Business 
Forms Associates; Remington Rand, 


Inc.; Standard Register Co.; Statisti- 
cal Tabulating Co.; Tab Products Co.; 
Wright & Co.; Uarco, Inc. 


Wives of members are invited to at- 
tend the convention with their husbands 
and a special program has been ar- 
ranged for the ladies. Full registration 
information can be obtained from An- 
drew W. Hansen, NMAA vice president, 
1120 N. Broadway, Milwaukee 1. 


NMAA Convention Program 


THURSDAY MORNING, JUNE 18 
8:45-9:45 CONCURRENT SEMINARS. 
ACCOUNTS RECEIVABLE: 
Products Co., Milwaukee. 
MACHINE SCHEDULING: Haroip B. Green, Jos. Schlitz Brewing 
Co., Milwaukee. 

LIFE POLICY LOANS ON PUNCHED CARDS: Wittiam Retrerine, 
Federal Life Insurance Co., Chicago. 

SELLING MANAGEMENT ON MACHINE, ACCOUNTING: D. G. 
HorrmMan, Uarco, Inc.; C. H. Jounson, Commerce Clearing House, 
Chicago. 

BUSINESS MEETING — Chairman: Anprew W. Hansen, Blatz 
Brewing Co., Milwaukee. ADDRESS OF WELCOME: Robert L. 
JenaLt, NMAA President, Toni Co., Chicago. 


PUNCHED CARD SYSTEMS AT MANAGEMENT LEVEL: Warren 
P. Livineston, Assistant Vice President, Bankers Trust Co., New York. 


THURSDAY AFTERNOON, JUNE 18 


LUNCHEON — WHEN CAN YOU AFFORD ELECTRONICS?: 
ArtHur A. Katz, Assistant Director, UNIVAC Application Dept., 
Remington Rand, Inc., New York. 


CONCURRENT SEMINARS. 

GENERAL LEDGER: Louis A. Lane, American Airlines, New York; 
Ricuarp Irwin, U. O. Colson Co., Paris, Ill. 

VALID TESTS FOR MACHINE OPERATORS: Wayne G. SPIELMAN, 
Remington Rand, Inc., Minneapolis. 

PRODUCTION CONTROL: AntHony H. Spaetu, Line Material 
Co., Milwaukee. 

PAYROLL: Rosert Samsor, Simmons Co., Kenosha, Wis. 
INVENTORY CONTROL: R. D. Pasn, Micro Switch Co., Freeport, 


1u. 

LIFE INSURANCE PREMIUM ACCOUNTING: Harotp F. Hatcn, 
John Hancock Mutual Life Insurance Co., Boston. 

MORTGAGE LOANS: Harvey D. Witmern, Northwestern Mutual 
Life Insurance Co., Milwaukee, 


CONCURRENT SEMINARS. 
BUDGETARY CONTROL: RicHarp Irwin, U. O. Colson Co., 
Paris, Ill.; Louts A. LANG, American Airlines, New York. 
STANDARD COST ACCOUNTING: Bertram Mitts, Cleveland 
Graphite Bronze Co.; E. F. Cavtanan, Clevite Brush Development 
Co., Cleveland. 
PAYROLL WITH IBM 604-407 AND CONTINUOUS CARD 
CHECKS: Les Hutt, Ryan Aeronautical, San Diego. 

(Continued on page 87) 
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T; Ikaform... 


PENTRON present 


the“PAPER THAT TALKS” 


Sensational new electronic dictating 

medium has lowest cost! Twice the 

fidelity of any dictating medium! Can be reused 
thousands of times without loss of fidelity! 


¢ Dictate on it! e File it! 
e Write on it! e Fold it! 
e Mail it in a letter-size envelope! 


used with the PENTRON @lictorel 


...the amazing new electronic dictating-tran- 
scribing machine that automatically erases previ- 
ous dictation while re-recording. Saves reviewing 
time...a word or more is quickly changed by 
backspacing and re-recording over previous 
dictation. Easy to use as a typewriter. Suitable 
for secretary or typing pool. Uses all standard 
transcribing accessories. Send coupon today! 


BOOTH 57 
NOMDA SHOW, ATLANTIC CITY 


FREE 


Brochure 
gives amazing 
details! 


Sales Office 
Pentron Industries, Inc. 
664-Od North Michigan Bivd., Chicago 11, Ill. 
Send brochure telling how to cut dictation costs over 75%! 


NAME 





FIRM 





ADDRESS 





CITY, ZONE. STATE, 








| lee tease tara tn 





the most important contribution 
to interior communications since 


\ the perfection of 


che rceinintercommunication systems 


augments city ‘phone service, relieves 
switchboards so jammed with inside, er me OG 





SELEC T-O-PHONE, America’s first 


inter-office traffic that they cannot 
Terueriietil amr tale mmeltia-celiil amar tet) 

ently. SELECT-O-PHONE 1s 
natic, requires no Operator, 

s communication between as 


nany as $5 stations! The new Ex- ae the New 
t iieeieeimeaiinehinientiamniaall 


ecutite Station, with automatic dialing 


PUOlematsr atel aun sl oatitlemueltmcemeclihaaa ls \ EXECUTIVE 
. 4 ie ' 
CU Laemt om coma melentcarie tetelitmelaer ser ta STATION 


ments as though in the same room 
rome altiecelel Mel am (ha aa Mecommale) commeleh ae 
while you talk. Simple 4-wire instal- 

Forcomplete information send 


Werelemela teh. wer tarelila: 


Kemocez 


An Associate of International 
Telephone and Telegraph Corp. Mahogany, walnut or finished 
to blend with any office decor. 


| 

| SELECT-O-PHONE DIVISION, NAME 

| KELLOGG SWITCHBOARD AND iat 
SUPPLY CO., Dept. 10-F ° 
Sales Offices: 79 W. Monroe St., COMPANY 
| 

| 

l 


Chicago 3, Illinois 
ADDRESS 


Please send information on Kel- 
logg SELECT-O-PHONE Systems 
and the new Executive Station. ss mk cee oC ae 
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(Continued from page 84) 
PROCEDURE DEVELOPMENT: Keirn V. Best, Socony-Vacuum 
Oil Co., Wadhams Div., Milwaukee. 
PROPERTY RECORDS ON PUNCHED CARDS: G. V. Giese, 
American Appraisal Co., Milwaukee. 
PAYROLL. WITH IBM C.P.C.: Bruno Cuiappinetit, Hughes Air- 
craft Co., Culver City, Calif. 
BRIEFS ON INDUSTRIAL ACCOUNTING: James R. Perrin, Cone 
Mills Corp., Greensboro, N. C. 
BANQUET—KeEnnetu P. Morse, Executive Vice President & General 
Manager, Standard Register Co., Dayton. 

FRIDAY MORNING, JUNE 19 

CONCURRENT SEMINARS. 
PAPERS, CARBONS AND FORMS CONSTRUCTIONS FOR TABU- 
LATING: G. E. Bower, Moore Business Forms, Inc., Niagara Falls. 
Several previous subjects will be repeated at this time. 
ELECTRONICS IN BUSINESS: H. R. Kerrn, Assistant EAM Sales 


Manager, International Business Machines Corp., New York. 


LUNCHEON—HORIZONS UNLIMITED: A CHALLENGE TO THE 
MACHINE ACCOUNTANT: Harotp W. Smitu, Cone Mills Corp., 


Greensboro, N. C. 


FRIDAY AFTERNOON, JUNE 19 
CONCURRENT SEMINARS. 
Several previous subjects will be repeated at this time. 


DINNER—Installation of new officers and presentation of awards. 





PUNGHEDECARD) 
AGG ADIIO EY LA QUE PW! sayy 


Local TAB PRODUCTS CO. representatives serve you i 

major cities. Check list of COMPLETE, INDEPENDENTLY D 

SIGNED LINE OF FUNCTIONAL TABULATING EQUIPMENT, the 
send for catalog. 


TAB FILES for every requirement ACCESSORY EQUIPMENT for all pur 
Vv 20 drawer steel file general use and storage Vv Card punch desks steel 4 models 
Vv 27 drawer economy file card storage and Vv Table Top Truck steel 
semr-ective use Vv Control panel cabinets 3 flexible models Either 
Vv 2 drawer desk reference size can be combined to channel type or flat shelf for all board size 
make either 4 6, or 8 drawer units 
WY tab Fibergias Drawer steel file... The BEST mm te cetera 
for punched card handing 20, 14, and 4 drawer sizes , 
. WA Card racks... mobile and stationary; various 
TUB FILES ... new, functional design sizes, models 
New horizontal tub file removable Fibergias W singers all styles for binding tabulating reports 
matic indexin 
trays automatic indexing V~, tins 
v New vertical tub file designed for faster card handling 


Vv Posture chairs for the card punch operator 


various sizes. Card weights 


W index cards 
W Both horizontal or vertical available in large or 
small capacity, sitting or standing height 


WRITE TODAY 


for complete illustrated literature. 
Local representation in most metropolitan areas. 


TAB PRODUCTS CO. VW BWAPVAVVOTS GT™ .- 


57 Post Street, San Francisco 4, California, U.S.A. 
(ee vee tae voce teabeabents ony sae aeinavang sare4 te 
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*"One girl sorts 
100,000 punched 
cards an hour" 


with this simple hand rod 





For purchasing and all depart- 
ments—in large and small com- 
panies—in every type of busi- 
ness, E-Z Sort Systems are sim- 
plifying the job of filing and 
sorting data on punched cards. 


CUTTING COSTS THE E-Z WAY 


Our trained men in every part of the 
country are glad to demonstrate and 
answer questions. Now is the time to 
find out if and how E-Z Sort Systems 
can save time and money for your 
company. You'll be surprised to learn 
that it is as easy as the name implies. 
Write for details. 


*Published statement 


by one of our users 








SYSTEMS, LTD. 


45 Second Street 
Dept. 63 
San Francisco 5, California 











A few select territories open 
for qualified Systems Engineers. 


Check Forms Save 
30 Hours a Month 


BALFOUR GOLDMAN 


Controller, G. B. Macke Corp., 
Washington, D. C. 


pendents in the automatic merchan- 
dising of products through vending 
machines, we are convinced that a fac- 
tor in our steady 25-year growth is the 
tight control we have of our highly de- 
tailed and complex accounting. Operat- 
ing on very small margins in the sale 
of candy, cigarettes, beverages, and ice 
cream through vending machines, we 
have had to watch costs and office ex- 
pense closely, and devise time and labor- 
saving procedures in the accurate detail- 
ing of our records. <A time and money- 
saving procedure in the payment of in- 
voices is our 3-part check system. 
We have our checks in one-time car- 


| S one of the nation’s largest inde- 


| bon, perforated sets of five, and make 
| out an original check (pink safety 


paper) which goes to the supplier, a 
duplicate (yellow) which becomes our 


| disbursement copy and a triplicate 


(white) or check reconciliation copy. 
After typing the check, the disburse- 


| ment copy is filed under the account 
| number. We use code numbers for our 


accounts to avoid lengthy four-name 


| tabs. 


A printed box at the right-hand side 


_ of the check describes payment details: 
| date, amount of invoice, total of in- 
| voices, less percentage of discount, total 


deductions and amount of check. Where 


| there are multiple disbursements for one 
| account, these are all tied-in under one 


eheck number. When cancelled checks 


_ are returned from the bank, the third 
| eopy of the check corresponding to the 
4 | cancelled check is pulled from the file. 


White copies remaining in the file are 
still outstanding and it is simple to run 
a tape on these. 

With a daily volume of about 50 
checks, the amount of work saved over 
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AND REMEMBER .. . 
costs no more. . 


Ever use a CALLING CARD 
...emake an ANNOUNCEMENT ? 


Then you'll want to know this! ~~ 


ws 





How it looks 


i 


. . « how it feels in the 


hand—these are the characteristics by which 


you judge. And they are the end results of 


using only fresh cuttings for your rag content... 


the best pulp ... thorough blending ... 


constant quality control throughout. The 


YOUR QUALITY GUARANTEE 
o Bokers dozen of continuing 
checks, including test for 


surface smoothness 


reasons, in short, why Rising paper is recog- 
nized everywhere as “Fine Paper At Its 


Best.” So well recognized that production is 
up a full 33144% since 1948. That’s the equiva- 


lent of three-billion calling cards! 


NEXT TIME TRY 


Fa Pen Pat! 


For name of nearest 
Rising merchant, 
write or ‘phone 

RISING PAPER CO. 
Housatonic, Mass. 


Readily available in every part of the U.S. and Canada 
Through 85 leading local paper merchants 


Take a good look at the specific qualities of . . . 


TEST AND COMPARE 


at our expense! 
THIS COUPON ENTITLES YOU TO 


25 STANDARD SIZE SHEETS OF RISING PAPER 
(for press run tests) 

Present this coupon to your printer or paper merchant 

or mail directly to Rising Paper Company, Housatonic, 

Mass., with your letterheod. Offer limited to one set 

of somples to o customer-—also you are requested to 

return @ report on your test run. P-H-W 


“Fine Paper At Its Best” 
. so why not have the best! 


Satin-like sheen on a plated sheet . . “f 
exceptional body, opacity and color. Distine- 
tive in announcements and cut cards. 


Rising cn 
Snow-white fine vellum and bristol paper of} 
broad application and acceptance for we 


ding invitations, cut cards, etc. 


Rising oS 
Acknowledged leader in the No. 1 Sulphife 
vellum and bristol field . . . “cleanest, crisp- 
est, whitest of them ail.” 





OK! 
Save Lent a day 


on typewriters 


(hut where does it get you ?) 


That’s all you save when you trade in at 10 
years instead of 5. 


But look what slick new Royal Standards can 
do for your office! 


Why not spend that 1 cent a day? Here’s what it will 
get you... 


.. . higher morale, better employee relations worth 
many times 1 cent! 


. .. more work done faster . . . plus increased typing 
speed from your secretaries! 


. . . better-looking letters and memos, indicative of 
the pride you take in your business! 


As “‘plusses’’ you get the finest, most rugged precision 
writing machine ever built . . . with less need for service 


Call your Royal Representative 
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...and many work- and time-saving features found on 
no other office typewriter. 


Royal is preferred 21% to 1 among people who type! 
Your local Royal Representative will bring a new 
Royal Standard to your office and show your people its 
superiorities . . . tell you how and why you save only 
1 cent a day by keeping your old machines 10 years 
instead of 5. Royal Typewriter Company, Inc., 2 Park 
Avenue, New York 16, New York. 


(He’s listed in the Classified Telephone Directory) 
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When you use the Voice-Master 
magnetic disc dictation system, you 
with a 


Companion transcriber for about the 


can equip your secretary 


cost of a standard typewriter.* 


Your own dictating instrument, the 
new Voice-Master Dispatcher (which 
can be used for transcribing if you 
wish), is surprisingly low in_ price, 


too. 


The convenience of magnetic disc 


dictation is now within reach of 


every office—large or small. 


Why not look into it? 


*Voice-Master Companion (transcriber), about $180. 


MAGNETIC RECORDING INDUSTRIES 
30 BROAD STREET, NEW YORK 4, N. Y. 








our tormer method of copying off the 
check reconciliation book at the end of 
the month is considerable. Having elimi- 
nated the bulky stub book, we now save 
about 30 hours monthly and about $60 
a month in payroll costs. The 3-part 
check has evened our workload at the end 
of the month. We used to be so over- 
whelmed with work for 12 days that we 
would let check disbursement posting 
slide. Now our account disbursements 


| are always current. 


We have another procedure that saves 
us a good deal of time and excessive 
workload at the end of the month. We 
route invoices that come in, for services 
or expenses other than merchandise, 
right to the department manager for 
vouchering. Frequently these invoices 
vall for immediate payment or 10-day 
discount which might otherwise be mis- 
construed as 30-day account items. 
These are stamped and a supervisor 


| cheeks to see that commodities or serv- 


ices were received and that the price is 
correct. This is noted in a specified 


place in the stamp impression. The 
stamp also indicates the date payment is 


due. When a check is made out, date 


Instead of holding all invoices until the end 

of the month, bills for services or expenses 

are routed directly to the concerned depart- 
ment manager for vouchering. 
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Electric and 
non-electric models 


The machine that gives 

instant answers—Comptometer! 
Direct Action does it. 

No presetting of dials, levers, 


bars. Automatic accuracy, too! 


Three-way Error Control is 
positive, dependable. Call 
the Comptometer 
representative. 


CompromMeter Appinc-CatcuLaTing MACHINES are 
made by Felt & Tarrant Manufacturing Co., and sold 
exclusively by its Comptometer Division, 1715 N. 
Paulina St.. Chicago 22, IL Offices in principal cities. 
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WAUSAU IMPRESSION PAPERS 
Prove their Superiority Every Day 


Trial Packet and Sample Wausau Impression Papers for every business need 


Books are now available daily prove their superiority, whether used for litho, 


at stationers stocking the 


i stencil, spirit or gelatine process. 


It will pay you to make your own tests. If you require 
a genuine watermarked paper, use Wausau Bond, 
Wausau Mimeo or Wausau Duplicator; if your program 
calls for economy papers, not watermarked, use Exact 
Bond, Exact Mimeo or Exact Duplicator. Test the paper 
on your own work and equipment. Clear, sharp, easy- 
to-read impressions are your proof of the superiority 
of Wausau Impression Papers. 


WAUSAU PAPER MILLS CO. 


Executive Sales Offices 
evaatselils of 111 W. Washington Street, Chicago 2, Illinois 


Fine Papers Mills at BROKAW, WISCONSIN 
Member - Wisconsin Paper Group 
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15-7 

Si 

| BY ENDORSEMENT THIS CHECK 1S ACCEPTED 
in Fu 





LL PAYMENT OF THE FOLLOWING AC “OUNT 








pare AMOUNT 





}—| SETRAS 1 








TOTAL OF InvoIcEes 











THE NATIONAL BANK OF WASHINGTON, WASHINGTON, D. C. 


ia0e__% ovec. 
tase raaicnt 
TOTAL DEDUCTIONS 
AMOUNT OF CHECK 


If INCORRECT PLEASE RETURN 
NO RECEIPT NECESSARY 




















THE G. B. MACKE CORPORATION 


NOT NEGOTIABLE 


AUTHORIZED SIGNATURE 


ad 











One of the carbon copies of the three-part voucher form. 


and check number are written on the 
invoice and the company official signing 
the check initials the invoice. 

At the end of the month when 30-day 
account statements come in, previously 
unpaid invoices and statements are 
matched. There is no need to start rout- 
ing the statement around the plant, nor 


is there any longer an accumulation of 
invoice vouchering to be done, which 
used to stretch out to as late as the 18th 
of the month. An even flow of work in 
accounts payable is made _ possible 
throughout the month by taking care of 
the invoices as they come in. Date paid 
and check number eliminate the possi- 








SIMPLIFY OFFICE PLANNING 
WITH THECHART-PAK METHOD 


CHART-PAK, the modern method for 
making neat, accurate office furniture 
layouts, now utilizes preprinted tem- 
plates die cut from a plasticized paper. 
Rearrangements are greatly simplified 
—just peel off and remount on your 
Plastic layout board. 


With CHART-PAK prefabricated tem- 


and economically ... 


Write for more detailed information. 


No obligation. 





1 CHART-PAK, | nc 
104-G Lincoln Ave 
STicluliclae Mm Golalar 





plates and tapes you can efficiently ® Make the best use of your office space 

@ Maintain visual control of office work flow 
NEW—tTransparent Plastic Grid Boards (up to 36” x 48”) are available 

for planning larger office space. You can now make flexible layouts 

the CHART-PAK way by constructing them over existing drawings. 








jewwrnrnwrnwr ww nm Km 22s 


! ATTACH TO YOUR LETTERHEAD 


the CHART-PAK method for: 
1 Office Layouts (J Organization Charts 


Please send me full information about 
{ 


; () Pictographs () Statistical Charts 


De ee ee ee ee ee ee ee ee ee ee ee ee ee es ee 
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Are your business 
forms still in 
the stone age? 


Do your typists still fumble with carbon | 


ts ... waste time duplicating various 
records that can be done in one operation? 
Then you need SNAP 
‘N PART—the fa- Ya 
mous FEDERAL 
carbon - interleaved 
forms that save up to 
50% in time costs! 

FEDERAL is fa- 
mous for cost-cutting 
business forms and 
for swift, accurate 
service. 

Next time you 
need any kind of 
business form just 
send us a copy and 
we'll promptly 
quote you prices that are probably 
lower than chose ‘es now pay. No obli- 
gation, of course ! 


only FEDERAL mates ~ SNAP'N PART 


carbon-interleaved sets 


EDERAL 


Business Products, we. 
90 GOLD ST.. DEPT. 6, NEW YORK 38 





| journal by category. 





| Typing 
| voucher form which saves G. B. Macke Corp. 


bility of paying them a second time. 
We use a large envelope to route 
these invoices and avoid loss. The ac- 
counts payable clerk, who controls the 
routing from receiving clerk to depart- 
ment manager to accounts payable desk, 
keeps track of the movement of the in- 


| voices as desk distribution is made three 


times a day. Incidentally, we find that 


| having inter-office mail picked up and 
| delivered three times a day keeps the 


movement of work current. 
not go unattended or lay 
someone’s desk. 

To get back to our accounting control, 
we maintain a perpetual inventory of 
all our products by category, recording 
products for resale in our purchase 
Within categories, 
accounts are set up alphabetically. The 
candy category, for example, is broken 
down under A-B, C-D, E-F-G, ete. A 
purchase journal may be prepared in 
many forms but we find each candy 
breakdown sufficient for two facing 
journal pages for the month, thereby 
eliminating much recopying of suppliers. 

In this purehase journal, the net in- 
voice price is posted along with the 
number of units of merchandise ac- 
quired. At the end of the month, total 
number of units purchased as well as 


Things do 
around on 


the three-part carbon-interleaved 


30 manhours a month. 
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UNBELIEVABLE! 


Makes SEMI-AUTOMATIC calculators 
FULLY AUTOMATIC 
in 30 minutes 


It’s true! In only 30 minutes a semi-automatic calculator can become 
fully automatic. Using the MULTIMAT is as easy as dialing a tele- 
phone and it will multiply and move the carriage automatically. 
MULTIMAT can be applied to Monroe calculators, models: MA4, 
MA5, MAG, MA7; Marchant D models; Facit NEA; R.C, Allen 
model 35; and Friden models C and D. 

MULTIMAT offers these advantages: No mistakes, Increased effi- 
ciency, No training needed,and many more. It’s a sensational money- 
maker for YOU. MULTIMAT is applied to semi-automatic machines 
easily and quickly. It’s simple . . . It’s terrific! Convince yourself! 
See MULTIMAT in action. First class rebuilt machines equipped 
with MULTIMAT are also available. INQUIRIES INVITED 


For more detailed information, write to us. 


Mr. Dealer, sales agencies with attractive arrangements are now available. 


128 Lafayette St., N. Y., N.Y. 
mcnann TT Bi AN Sole distributor for North, 
Central and South America. 


Exporter of Typewriters, Calculators and Bookkeeping Machines. 
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7 out of 10 
Secretaries 


bet 


Find 


Mirado 
Pencils 
Smoother 


--.and so will you! 


In Masked Pencil tests conducted by 
the Ross Federal Research Corp., 
secretaries from coast to coast con- 
sistently chose *Eagle *MIRADO as 
smoother than the other pencils they 
were using. Test MIRADO yourself. 
You, too, will find it smoother, 
stronger, and longer-wearing . . . or 
your money back. 


each East of the Rockies 


EAGLE PENCIL CO. 


New York ¢ London e Toronto *® 


cost are known. Watching the costs for 
each category and knowing the cost 
ratio per unit for each product, we be- 
come instantly aware when this ratio 
changes. It means there has been a 
price change. Since we work on very 
close margins, we see what can be done 
to reheve pressure spots. This historic 
fixed ratio also becomes a check and 
proof of our bookkeeping. Cost price 
ratios that have moved out of line are 
first checked for calculations. 

Incoming merchandise is recorded on 
an incoming 3-part, numbered register 
ticket. Freight tickets are attached to 
these tickets. For outgoing merchandise 
we have a numbered, requisition charge- 
out form filled in by the route sales- 
men and calculated by the stock depart- 
ment filling the order. 

Between incoming and outgoing trans- 
actions, we know at any time our in- 
ventory in every category. We run tapes 
daily by product categories of both plus 
and minus transactions. A physical in- 
ventory on cigarettes, our principal item, 
is taken weekly and a full inventory 
monthly. 

In our inventory system we _ post 
these stock transactions to different 
records. Incoming merchandise from 
suppliers is posted to purchase sheets; 
outgoing stock to route salesmen is 
posted to settlement sheets. At the end 
of the month our route personnel take 
inventory of what is still on hand. The 
difference between charge-outs and clos- 
ing inventory represents sales. 

These sales figures from the various 
settlement sheets are then posted to a 
large columnar sales journal. When 
these entries are totaled, they serve in 
proving inventory and determining total 
product sales for the month. 

After all the month’s postings and 
totalings, a proof of accuracy is made 
with figures on an inventory proving 
sheet. The resulting figures obtained by 
adding the opening inventory with the 
net purchases and subtracting sales must 
be identical with the tape of all in and 
out transactions previously described. I 
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can assure you, it is a great satisfaction 
when there is an agreement of figures 
in each and every category 

Outside of accounting, I should like 
to add that good management knows how 
to delegate authority and how to avoid 
duplication of responsibility. We have 
drawn up an organization chart with 
pictures of all of our personnel which 
graphically indicates lines of demarca- 
tion of different departments and their 
managers’ functions. 

I feel that a prime factor in our 


WESTON PAPER E 
STON PA 


WESTQ 


STON 


growth has been the realization of the 
importance of our worker-associates. We 
constantly strive to simplify their work 
processes. We give them family hos- 
pitalization and insurance benefits to re- 
lieve them of worry in unexpected con- 
tingencies. Practically all of our higher 
jobs are filled by promotions within our 
organization. We believe that any busi- 
nessman who does not recognize the in- 
stinctive urge of his employees for a 
higher and better life will ultimately find 
himself with a labor turnover problem. 


PA? ER A WES TOR Fey e 


BER A WES Tt oa P 
A WES4 oN 


GIVE 
YOUR LETTERHEAD 
A LIFT 


Star of a distinguished cast of fine papers . . . striking 


example of modern papermaking technology . . . an 
economical, all-purpose bond that will add new life and 


sparkle to your letterheads and business forms— 
that’s WESTON BOND. Ask your printer to use 
it. He’ll tell you any paper made by Byron 
Weston Company, Dalton, Mass., is 
a better paper. Write for sample 
book. Address Dept. OF 


LS ae a 
| Oe el ae a 


APER A WE 


WESTON PAPER 


R A WESTON PAPER 


re | ee Oe | 


PA RER 


ASK YOUR PRINTER TO USE 


WESTON BOND 


Made by WESTON... Makers of Papers for Business Records... Since 1863 
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2 
on 
Carbons 


and Ribbons 


A Five Minute Course 

on How to Choose 

Exactly the RIGHT 
Typewriter Carbons and Ribbons 


eiAbstiat yh ightes mei ' tee teeyy + 
eat ca tet a eh Lg SS nets RINT! vt 9k hy BAe. 
Behe CAA cs rahe Wes cates 


Why didn’t somebody tell me 
these things before? I’ve save 
all kinds of time and money since 
I find this booklet helps I learned “The facts of carbons!” 
me do better work... 
which makes a hit no end 
with my boss! 


* boa eFhae 
1 ae 


This New Carter Booklet 


Announced only a few months ago, 
Carter’s helpful booklet on carbon and 
ribbon selection and use has already 
become known as “The Best Seller that 
Doesn’t Cost a Penny”. Thousands of 
secretaries and typists — and office man- 
agers, too — are finding it interesting to 


THe CARTER‘S 


CAMBRIDGE 42, 





How tn L. 


We have made this book- 

J let a “must” for every girl 

wy in the office, and you'd be 
} surprised how it has paid 
Ae. off in better work and 


yy, 


A Five Minute Course 
©n How to Choose 
Exactly the R] GHT 


Writer Carbong and Ribbong 


We use three different 
kinds of machines in our 
office — Standard, Noise- 
less and Electric — and 
now we really know just 
what carbons and ribbons 
to use for each. 


™"DOng 


Belongs in Every Office Yours for the asking ... 


read, helpful to use . . . and a money- 
saver. First announced in national maga- 
zines a few months ago, requests for this 
booklet have never let up. Why not send 
in for your copy today? Or ask your 
Carter dealer to supply copies for the 
typists in your office. 


InK COMPANY 


BOSTON, MASSACHUSETTS 


just send the coupon below 
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The Carter's Ink Company—Dept. J 
Cambridge 42, Boston, Massachusé 


Please send a copy of your new bookle 


Name R 





Address 











ew Produc 


DUPLICATING PAPERS 
Wausau Paper Mills Co., 111 W. Wash- 
ington St., Chicago 2, Ill., offers sample 
books of each of the six Wausau Impres- 
sion papers. The books contain samples 


of the various weights of each of the six 
papers and show the full line of colors in 


which each paper is available. The books 
are 3” x 514” for convenience as en- 
closures with correspondence, invoices 
and statements. Wausau Impression 
Papers are made to meet all requirements 
for the office whether stencil, offset or 
spirit process is used. Wausau Bond, 
Wausau Mimeo and Wausau Duplicator 
are watermarked papers, especially pre- 
pared for clear, sharp, easy-to-read im- 
pressions. Exact Bond, Exact Mimeo and 
Exact Duplicator are full-bodied economy 
papers, not watermarked. Ail Wausau 
Impression Papers are precision cut at 
the mill, available in convenient package 
sizes 814” x 11” and 81%,” x 14”. Each 
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ream is individually packaged in a 
distinctive wrapper. The finest, carefully 
selected virgin fiber, grown in Wausau’s 
timber lands and processed in their mills, 
is used in the manufacture of this fine 
line of Impression Papers. Sample books 
are available at stationery stores or from 
authorized distributors. 


CALCULATOR 


Marchant Calculators, Inc., Oakland 8, 
Calif., has redesigned and improved its 
Figurematie Calculator. Automatic 
clearance and tabulation as the dividend 
is entered now makes division simple. 
The operator merely sets the dividend 
which cap be quickly checked by the 
keyboard dials. Then a touch of the 


dividend key automatically clears both 
carriage dials, returns carriage to proper 
position, enters dividend and clears key- 
board dials. Next, set divisor in key- 
board, tap division key and the answer 
immediately appears. Machine is then 
ready for next problem. New tab keys 
are conveniently located below each 
upper dial and machine has all other 
Figurematic features like simultaneous 
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push-button multiplication, one-hand key- 
board control, three-dial proof of every 
entry, etc. 


PAPER DRILL 


Challenge Machinery Co., Grand 
Haven, Mich., offers their free catalog 
showing Challenge Paper Drilling Ma- 
chines with samples of drilling and slot- 
ting work done on the equipment. One 
of the most popular machines is the 
Style E, illustrated, which will drill 


through 2” of stock, has two columns on 
head to prevent side play, positive action 
foot pedal and is designed for natural 
handling in operation with no _ back- 
tracking. Operator can make all adjust- 
ments without changing position and set 
up a 6-hole job in less than two minutes. 
Chips float freely through the hollow 
drill and are automatically ejected into 
a steel container to eliminate litter and 
choking. A handy ejector allows quickly 
changing a cutting block without disturb- 
ing the set-up. Red pilot light on top 
tells when drill is turned on. Automatic 
clamp firmly holds paper. Automatic 
non-slip trip gauge permits operator to 
keep both hands on stock until all holes 
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are drilled. Six stops are standard but 
more can be added. Accommodates 14” 
to %” hollow drills and all styles of 
Challenge slotting and cornering attach- 
ments. 


PUNCHED CARD FILES 


Tab Products Co., 57 Post St., San 
Francisco 4, Calif., makes a line of tub 
files for tabulating cards which store the 
ecards either horizontally or vertically 
and facilitate reference by holding cards 
above the framework of the file. Their 
No. 667 horizontal tub file (illustrated) 
is equipped with lightweight but tough 
Fibreglas trays. The indexing system 
allows using standard interpreted 


punched cards as raised file guides. The 
same principle designates out cards or 
other marked positions in the file. Ver- 
tically filed cards can be serviced by 
either a standing or sitting operator and 
vertical units have a spring-loaded tilt- 


ing follower block to provide V-action for 
filing and- reference. Horizontal files 
are made in 4 and 7 tray capacities; 
vertical files in 9 and 16 sections; all 
models in either standing or sitting 
heights. Similar files are made also for 
oes 5°, 4° = 6 and 5” =x 8* cards. A 
complete catalog of tabulating equip- 
ment can be had from above address. 
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TYPE CLEANER 
Bud Type Cleaner Co., 4229 York 
Road, Baltimore 12, Md., makes Bud 
Plastic Type Cleaner in a handy soft 
rubber, cup holder which disperses the 


ink and dirt, picked out of the type, 
into the plastic. The plastic pulls the 
clotted dirt out of the machine type. 
It will not affect fingernail polish nor 
clothes. Bud Type 


soi! the hands or 


Cleaner retails for 50e. 


PLASTIC LABELS 
Labelon Tape Co., 450 Atlantic Ave., 
Rochester 9, N. Y., makes pressure-sen- 
sitive Labelon Flat Labels on 
backing sheets for use in typewriters. 


plastic 


The labels are typed by putting machine 
at ‘‘stencil’’ setting and come in six 
different widths: 5/16”, 14”, 5%”, 4”, 1”, 
11%4”, with black, blue, red or green 
borders. The typing (or handwriting) 
appears in black against white back- 
ground. Labels stick to any surface 
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without moistening, will not smudge and 
resist dirt, grease, water and acids. They 
are used for labeling files, shelves, 
binders, folders, desk trays, etc., in of 
fices, shops and _ laboratories. Free 
samples and prices from above address. 


THIN PAPERS 
Esleeck Mfg. Co., Turners Falls, Mass., 
offers a free booklet, ‘‘Faets About Thin 


Papers,’’ which describes the standards 


Yad about 
ESLEECK 


Thin Pagens 





to be sought in choosing thin papers like 
onionskins for various applications such 
as forms and records, manifolding, air 
mail, advertising literature, ete. 


RIBBON SPOOLS 

Regentrop & Bernard, Wuppertal- 
Elberfeld, Germany, manufacture a com- 
plete line of spools for inked ribbons 
comprising ribbon spools for over 400 
different models and styles of American 
and European typewriters and other of- 
fice machines, To establish an American 
depot for distribution in the U. S., Re- 
gentrop & Bernard, largest manufac- 
turers of ribbon spools on the European 
Continent, invite inquiries from qualified 
agents. 


THe Orrice—June, 1953 





NUMBERING MACHINE 


Roberts Numbering Machine Co., 700 
Jamaica Ave., Brooklyn 8, N. Y., makes 
the Model 95L Numbering Machine, a 
hand, lever-operated machine which will 
replace the Roberts Model 37. An out- 
standing feature of the new machine is 
its greater wheel capacity. It can be 
furnished with any number of wheels up 
to 11 where the previous maximum was 
six. A wider selection in figure styles 
is possible in the Model 95L and it is 
claimed to provide a greater variety of 
figures and larger wheel capacity than 
previous machines of its type. Stream- 
lined and modern in design, it is attract- 
ive in appearance with all steel wheels 
in a ease of highly-polished nickel-plated 
steel to insure long life and depend- 
ability. A handle of red and _ black 


phenolic plastic adds attractiveness. The 
newly-designed lever requires only the 
slightest pressure to advance the num- 
bers. One number can be repeated as 
many times as desired. The Model 95L 
in Style H figures is $23; slightly higher 
west of the Rockies. Larger wheel ca- 
pacities correspondingly low priced. 
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ADDING-CALCULATOR 


Monroe Calculating Machine Co., 
Orange, N. J., makes the lightweight 
All-Purpose Adding-Caleulator, the latest 
addition to the LA line. Designed by a 
firm of design consultants well-known in 
the automotive and household appliance 
field, the AP has been streamlined in 
case and carriage and the two-tone gray 
finish has been carried out in the ‘key 


tops. Weighing about 16 Ibs., the ma- 
chine is easily carried by a girl, takes 
up little more desk space than a letter- 
head and is extremely fast but quiet. 
Low cost places the AP within the reach 
of any small business and its operation 
is easily mastered by the inexperienced 
operator. Able to handle large volume 
work, it has been termed the All-Purpose 
because of its capacity for solving any 
problem from simple addition to com 
plicated statistics. The AP is made in 
two capacities: Model LA 7-200 with 20 
place result dials, and the smaller Model 
LA 7-160 with 16 place result dials. 


MAKING SPIRIT MASTERS 

Old Town Corp., Dept. R1, 750 Pacifie 
St., Brooklyn 38, N. Y., offers a free 
chart on ‘‘ How to Make Perfect Masters 
for Spirit Duplicating,’’ which explains 
how to determine whether the master 
has been properly prepared, the effect of 
different typewriters on the preparation 
of masters, how to type masters for per 
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fect duplicated copies and advice on the 
correction of masters. The chart is 
printed on bristol which can be used as 
a backing sheet. 


OPAQUE BOND 


Rising Paper Co., Housatonic, Mass., 
offers a free sample folder of Rising 
Parchment (Opaque), a watermarked 
100% rag content bond. It is brilliant 
white with a slight cockle finish and is 
made in substances 13, 16, 20 and 24; 





Gaining 
Parchment 
(Opaque) 











in sheet sizes 17 x 22, 22 x 17, 17 x 28, 
24 x 19, 22 x 34, 34 x 22, 34 x 28 and 
24 x 38. It is suitable for important 
records, insurance policies, deeds and 
other permanent documents. Envelopes 
to match are ready made in six sizes. 
Write above address for the samples. 


MODERNIZING CALCULATORS 


Richard Gibian, 128 Lafayette St., 
New York 13, N. Y., announces the 
Multimat which, when attached to a 
semi-automatic calculator, makes the 
machine a fully automatic calculator. 
Machines with automatic division ean 
have automatic multiplication when the 
Multimat is used. The user dials the 
multiplier, like dialing a telephone num- 
her. Then the machine multiplies and 
the ¢arriage moves, all automatically. 
The operator need not press a bar and 
watch to avoid holding the bar down too 
long or too shurt a time. Any operator 
without training can use machines 
equipped with Multimat. Dealers can 
transform machines to fully automatic 
operation for greater profit. This firm 
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also supplies first class rebuilt machines 
with Multimats installed. The Multimat 
can be easily installed in 30 minutes on 
the following calculators: Monroe Models 


MA4, MA5, MA6, 
Models 8D, 10D, ACRS8D, ACR-10D; 
Facit Model NEA; R. C. Allen Model 
35; Friden Models D and C. Write above 
address for more information, prices and 
dealer discount. 


MA7; Marchant 


CHARGE REGISTER 
National Cash Register Co., Dayton 9, 
Ohio, makes a Charge Posting cash 
register with which it is as easy to 


handle charge customers as it is to ring 
up a cash sale, All records are made by 
the cash register, right at the time the 
sale is made. The customer gets a state- 
ment showing items bought and the new 


THe Orrice—June, 1953 





A MESSAGE TO USERS OF ONE-TIME CARBON FORMS 


“| didn’t realize our one-time 
carbon paper cost us ‘1,449!” 


That's the first thing a user of one-time carbon forms tells us after we've 
analyzed his forms-writing system. 


It #s hard to believe just how expensive one-time carbon paper really is— 
because it’s a cost that’s ‘‘concealed’’ in the total price of the one-time 
carbon form. 


For example: if you are using an 8-part, 8% x 11 one-time carbon form 
(the kind you use once.and throw away) —your cost for the carbon paper 
alone is approximately $14.49 per thousand. 


Write 100,000 forms a year—and you've spent $1,449 for the carbon paper 
alone! 


Now—compare that with Repeat-O-Pak reusable floating carbon paper 
(the kind you automatically use over and over again). Your Repeat-O-Pak 
cost for 1,000 of those forms would be $1.39! A carbon paper savings of 
$13.10 for every thousand forms . . . a savings of $1,310 for the 100,000 
forms! 


And remember—that’s a year-after-year savings. In ten years you'd save 
over $13,000 on your carbon paper alone! 


DON’T YOU AGREE that cost-figures like that should be investigated? 
Do it now. Just send us a sample of your one-time carbon form, the approxi- 
mate yearly quantity used, and the name of your forms-writing equipment. 
There’s no obligation of any kind. 


peat -U+Pak 


STANDARD MANIFOLD COMPANY Dept. A9-53 


Carbon Papers ¢ Inked Ribbons ¢ 333 W. Lake St. © Chicago, Ill. « Offices in 
Principal Cities » In Canada: Budge Carbon Mfg. Co., Ltd., Montreal 3, Quebec. 


*foating reusable carbon paper for continuous forms used on all kinds of forms-writing machines 
... LB. M. and Underwood Formswriters... Moore Carbon-Saver and Uarco Adapters. 
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balance now owing, on every purchase. 
At the same time, the machine records 
the total of purchases and the new 
balance on an individual ledger card for 
the store’s record. Ledger cards are kept 
in a file next to the register. All entries 
are printed on an audit tape within the 
machine, and either cash or charge sales 
may be broken down automatically into 
various classifications or departments as 
recorded. These sales classifications add 
separately into their own totals.  Re- 
ceived on Account and Paid Out also add 
separately. The Charge Posting cash 
register enables the store to have a con- 
trol account which shows exactly how 
much money is outstanding on charge ac 
counts each day. The machine gives the 
same rigid control over charge accounts 
as it does over cash sales with the same 
ease of operation. 


ADDING MACHINE 
Precisa Caleulating Machine Co., 375 
West Fourth South, Salt Lake City, 
Utah, announces the manual Precisa 
Model 103 with 8 column totaling 9 


capacity, and direct subtraction and 
credit balance. Machine’s case and 
carriage are streamlined in design and 
finished in green with square keys. There 
are single, double and triple cipher keys. 
Machine weighs 16 lbs., retails at $149.50 
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plus tax. Full information from above 


address. 


ALL-HOURS DEPOSITORY 


Cramer Safe Co., 1417 McGee St., 
Kansas City 6, Mo., makes the Cramer 
Dropository, a fullproof depository which 
can be installed through the plateglass 
of a window or in the masonry of a wall, 
with a chute to the receiving safe inside 











or in the basement: A specially-designed 
throat thwarts ‘‘fishing’’ and prevents 
jamming. The unit is available with or 
without dispenser and the 
manufacturer furnishes installation 
drawings to suit individual requirements. 
Illustrated literature from above address. 


envelope 


PHOTOCOPYING BOOKLET 


American Co., 


Photocopy 
2849 N. Clark St., Chicago 14, Ill., offers 
a free booklet, ‘‘The Apeco Systematic 
Auto-Stat Story’’, that tells of the ad- 
vantages of modern photocopying equip- 
ment in today’s complex business opera- 


Equipment 


tions. It is a complete factual report on 
the Apeco Systematic Auto-Stat with de 
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Wherever wraps are hung, there’s a NEED for a 

















Did you ever see a more beautiful unit to hang wraps on? 
Look at the clear hanging space for coats..there are no 
obstructions .. coats hang straight. Hats rest on non-dust col- 
lecting rods and not on dusty shelves. The WRAP RACK is 
available in 3 sizes to hold 6, 12 or 24 coats and hats. 
Double-face units and umbrella accessory also available. 
Write us for your nearest dealer and let him show you and 


tell you more. 
PR'IDUCTS 


BORROUGHS MANUFACTURING COMPANY 


A SUBSIDIARY OF THE AMERICAN METAL PRODUCTS COMPANY OF DETROIT 


3002 NORTH BURDICK amp KALAMAZOO, MICHIGAN 
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tailed information on the equipment, its 
operation and uses in everyday business 
procedure. It also contains charts show- 
ing savings in time and money with this 
equipment. 


DICTATING MACHINE 

Dupli-Voice Co., 224 West Illinois St., 
Chicago 10, Ill... makes the Dupli-Voice 
Dictating-Transcribing Machine which 
utilizes the magnetic recording principle 
to achieve high-fidelity on a flexible re- 
cording belt. Manufacturer states even 
a whisper is clearly recorded. Recording 
belts may be reused hundreds of times 
without reprocessing. As a new letter 
is recorded, old information is automat- 
ically erased. Dupli-Voice recording belts 


may be slipped into an envelope for 
mailing. Compact in size, the Dupli- 
Voice, weighs less than 12 lbs., measures 
6” x 10” or less desk space than is re- 
quired by a standard letterhead. In dic- 
tating, the dictator merely flips toggle 
switch to ‘‘dictate’’ and records cor- 
respondence through a hand microphone. 
Microphone is also used for playback. 
To correct dictating error, operator goes 
back to start of mistake and inserts 
correct information for error-free corre- 
spondence. Each recording belt holds a 
10-minute unit of dictation (studies show 
that the average business letter takes 
approximately 2 minutes of recording). 
For transcription, secretary slips record- 


THe Orrice—June, 1953 








Le febure 
VERTICAL SORTERS 


SAVE TIME. . REDUCE COSTS 


Alphabetical, 
numerical, 
geographical 

or any other 
special indexing 


FASTER SORTING... .in perfect 


order with less handling! 


LeFebure vertical sorters are tailored to fit 
EACH job. Let a LeFebure trained representa- 
tive study your sorting job and offer a sound, 
workable solution to your sorting problem. 
No obligation of course, just outline your prob- 
lem when writing us. 


FOR FURTHER INFORMATION— 
WRITE FOR FOLDER 808 


Le febure CORPORATION 


CEDAR RAPIDS, IOWA 


Most complete sorting line available. 


RFD ty A 
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An internationally famous, 
custom built, competitively 
priced duplicator without peer! 


The finest product of one of 
the world’s oldest and largest 
manufacturers of duplicating 
equipment. . . a product 
serving business on five con- 
tinents for over fifty years. 


eee 


Prompt delivery of machines, 
parts and supplies from 
New York headquarters. 


Factory trained representatives 
to assist you with sales and 
service problems. 


eee 


A duplicating machine which 
can reproduce a letter, illus- 
tration, even a photograph. 


eee 


Years ahead duplicating 
features as: 


® 25 second color change 
@ New, self-inking drum 


@ Roneo-tronic stencil 
cutting service 


Write for your 
copy of Roneo’s 
amazing folder— 
“‘Mimeographing 

without Stencil 

Cutting” 


ADDO MACHINE CO., INC., 
145 West 57th St.. New York 19, N. Y. 
Circle 5-6940 
Exclusive U.S. Distributors: Addo-X Adding Machines 


telat te) M 


Mimeo Machines Vel iied @ella?ilelicla} 


| 
} 


ing belt on the Dupli-Voice and turns 
switch to ‘‘transcribe.’’ Using conven- 
ient earset and foot control with auto- 
matic backspacer, typist has complete 
control of machine at all times. For 
smaller offices, one unit usually handles 
both dictation and transcription assign 
ments satisfactorily. 
where units be required, 
Dupli-Voice serves where needed, either 


For larger offices, 
several may 
as a dictating machine or for transcrip 
tion, depending on the workload. Further 
information from above address. 


CASH REGISTERS 

Clary Multiplier Corp., Dept. O, San 
Gabriel, Calif., makes a hand-operated 
cash register, which is a self-balancing 
and bookkeeping cash register and com 
panion product of the Clary hand adding 
machine. Both are featured as low-priced, 
many-purpose machines 
pecially to meet the 
business firms. Prices 


designed 
needs of 
on the 


es- 
smaller 
register 


begin at $199.50. The cash register con 
verts into an adding and subtracting ma 
chine by the turn of a single knob. It 
incorporates advanced operating and con- 
struction features of Clary electric cash 
registers including the one-key, five-way 
lock; autographic, tamper-proof tape and 
streamlined functional design. The 
register keeps a cumulative record of 
each business transaction and its self- 


| balancing feature gives an instant cash 
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CARBON APPLIED 
ONLY IN DESIRED 
AREAS .... 


SPOT-O-CARBON cy 
MAY BE APPLIED TO MARGINALLY-PUNCHED 
CONTINUOUS OR SNAP-EASY FORMS... . 


Spot-O-Carbon may be applied to the back of marginally-punched 
continuous or Snap-Easy business forms. When carbon is applied to 
Kraft tissue, it may be interleaved between forms parts. Any shape 
or area may be covered with carbon to suit a specific form's need. 


CONTACT THE COMPANY FOR FURTHER DETAILS! 


ARTHUR J. GAVRIN PRESS, Inc., New Rochelle, N. Y. 


Manufacturers of SnapSasy” One-Time Carbon Interleaved Business Forms 
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PAPERS 
GO IN 


confidential, obsolete 
records, waste, news- 
print, rolls, sheets, 
small pieces. 


he 


COME OUT 


unreadable... 

VALUABLE packing 
material . . . without 
noise, dust or litter. 


SHREDMASTER shredding machines... 
e pay for themselves quickly 
e are completely safe 
e can be operated by anyone 
e require negligible maintenance 
Desk Model (shown above) 
e designed for office environment 
e 9-inch cutting width 
e 14-inch shreds 


Table Model (all-purpose machine) 
e 14-inch cutting width 
e ‘-inch shreds, or multiples thereof 


Heavy Duty Floor Model (production machine) 
e 21-inch cutting width 
e ‘«-inch shreds, or multiples thereof 


For Complete Information Ask for Circular #6 


THE SHREDMASTER CORPORATION 


Division of Self Winding Clock Corporation 


203 Willoughby Ave., Brooklyn 5, New York | 


| Printer which 


SHREDS @ 
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| balance reading at the end of the day. 
| Although built for heavy duty, it is 
| lightweight and occupies a minimum of 
| counter space equal to the area covered 


by two sheets of letter paper. Prices 


start at $199.50. 


PHOTOCOPY MACHINE 


Eastman Kodak Co., 343 State St., 
Rochester 4, N. Y., makes the Verifax 
delivers three or even 
more copies, costing less than 5 cents 
apiece, from a single matrix sheet. 
Copies are same-size up to 8144” x 11”, 
black-on-white duplicates of the original 
material and are immediately ready for 
use. One photo copy can be obtained 


. in about 50 seconds and three in 60 sec- 


onds. Copies are long-lasting, have good 
legibility and can be referred to, written 


on, mailed or filed as desired. Copies can 
be produced in any office under ordinary 
illumination with machine connected to a 
110v. outlet. The Verifax Printer utilizes 
a sensitized matrix which is first placed 
in the top of the printer. The material 
to be copied rests face down on top of 
the matrix. Exposure is controlled by a 
built-in electric timer. After exposure,-the 
matrix is slipped into an activator solu- 
tion in the bottom of the unit. This 
simple single-solution is easily mixed and 


| lasts a week in general office operations. 


The matrix proper is left in the activator 
20 seconds. As the matrix is withdrawn, 
it is pulled under a roller in contact 
with a sheet of Verifax Print Paper 
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Neenah i 
Seal... 


YOUR KEY 
TO SUPERIOR BOXED TYPEWRITER 
PAPERS AND OFFICE SUPPLIES 


When you need business papers for permanence, 
for superior writing and erasing qualities, and for prestige, you'll find 
nothing can equal the rag content papers made by Neenah. They con- 
tain from 25% to 100% new cotton fibers and are lofi-dried and tub- 
sized for a finer writing and typing surface. For convenience, your 
dealer has them in attractive, easy to use boxes. 

And when you need other office supplies, look for the Neenah Seal — 


it’s your key to store-wide excellence. 


ween RHRERS 


NEENAH BOXED 
TYPEWRITER PAPERS 


Envelopes are available in all 
grades of Neenah rag content bonds 
NEENAH PAPER COMPANY, Neenah, Wisconsin 
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‘‘How we hated Friday... knocking ourselves out to clean up 
the week’s work. 


“Then the Marchant man showed us how much time a 
Marchant Calculator would save us. 


“It's so simple to run...the very first day we were turning 
out accurate work much faster than ever before. 


“Even though our figurework load is getting heavier, our 
Marchants keeps us out of that old end-of-the-week jam. 


‘‘Happy Friday to you all!” 


MORCHANT esr 


The MARCHANT MAN in your phone book is ready to « 

show you, on your own work, that MARCHANT is the : .; ' MARCHANT’S MANY 
simplest calculator to operate, yet delivers the highest; EXCLUSIVE FEATURES 
figure output. Call him or mail this coupon with your : j INCLUDE: 
business letterhead to get your FREE... : “‘Push-Button’’ 


Guide to Modern Figuring Methods oO Multiplication 
Illustrated Booklet about Marchant Calculators (1) : CompleteThree-Dial Proof 


MARCHANT CALCULATORS, INC. + Oakland 8, California gn 











which is not sensitized. After the two | 
sheets are withdrawn from the printer, 
they are stripped apart and a copy of 
the original document is ready to use. 
Extra copies may be made as rapidly as | 
the matrix can be re-inserted in the ac- | 
tivator and withdrawn in contact with | 
another sheet of Verifax Print Paper. 
Copies from the matrix can often be 
made on regular paper or blank office 
forms instead of Verifax Print Paper. | 
\ number of commercial office papers | 
have been tested and found quite satis- | 
factory. When more copies are needed 
than come from one matrix, extra copies | 
may be produced by repeating the pro- 
cedure with a new matrix sheet. The | 
Verifax Printer is about the size of a | 
typewriter, made of two-tone, high- 
strength plastic with an attractive finish 
and lists at $240. Literature from above 
address. 


CHANGEABLE MARKING 
MACHINE 
Ajax Time Stamp Co., 368 Broadway, 
New York 13, N. Y., announces the |” Cae 
Ajax Quick-Set Jr., a manually operated 


machine which allows quickly changing ila: ; 
letters, code wheels, ete. As ‘mai as er 


numbers, 
An office mailroom in a machine not much 
larger than a telephone! No sliced letters 
—no licking—no lost stamps! Complete unit, 


$59.50 plus tox pT apiatar, 
muttipost 


STAMP AFFIXER 


Feeds, cuts, moistens and 
affixes stamps in one mo- 


tion! Only $35.00 plus tox 


Write for illustrated folders 
and name of deoler 
with their electric machine, gear wheels 
can be changed and set to an entire yer nn ra 
new combination by means of outside ‘Rte. Fn 
levers. Machine has one-way automatic 
ribbon fed for clean, clear impressions at | COnre Dept. 0-63 


all times. It will print on any part of a | 1 Leighton Ave., Rochester 2, N. Y. 
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Girls go wild 


over this new 


Vi7> 


Te SBS 
ry 


~ WE : ¢ xy Mp 


we” 


NON-SKID 


TYPEWRITER PAD 


No more clouds of “erasure-dust’’—-no more 
“walking” typewriters. Here’s a pad that 
wipes clean in a second, gives a soft, 
sound-deadening surface for all office ma- 
chines, fans, etc.—won’t slip, pack down or 
get hard—lasts long, eases workaches. A 
real office sensation. 


Standard Size 12" x 13" 
slightly higher W. of Rockies 
Other sizes proportionate 
Dealer and Jobber inquiries invited 


geesssesessQRDER TODAY sssccucecs 


® ACE LITE-STEP CO., Dept. 23, 
© 1708 S. State St., Chicago 16, Hil. 


non-skid typewriter 

) check enclosed. 

» ) open order, 
send information. 


© 
s Please rush 


. 
3 
* 
v7] 
_ 
a 


e’re rated. 


Seeneeesase 
+ ra 


Qo Zz 


ssece OO 
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81%” x 11” sheet and can be furnished 
with upper or lower die plates (or both), 
changeable word cylinder or interchange- 
able slides with signatures or other copy. 
It is excellent for carbon copy work, 
making 8 to 12 copies. Complete catalog 
of timing, dating and numbering ma- 
chines is free from above address. 


SMALL DESK 
Sanford Sales Co., 170 Broadway, New 
York 38, N. Y., offers the Space Saver 
Steel Desk measuring only 41” wide, 20” 
deep and 301,” high. It has two letter 


size drawers which will accommodate 
hanging files, a center drawer and an 
open bookcase. Desk is made of heavy 
steel with island base in green or gray 
finish, retails at $39.75 fob N. Y., ship- 
ping weight 75 Ibs. 


TYPEWRITER 
Underwood Corp., 1 Park Ave., New 
York 16, N. Y., announces that margin 
simplified operation on 
typewriters now 


setting is a 
Underwood Standard 


ungerweded 


equipped with a bail scale which further 
reduces hand travel. Graduated for each 
carriage unit space, it supplements the 


exclusive See-Set margins on the 11”, 
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WHEREVER PENCILS ARE USED... 


MONGOL 








IN ANY OFFICE, 
wasted time is costly! You can’t save 
all of it— but with Mongol you can save some 
you'll save dollars, too! For Mongol pencils 
.won't break even 


stay sharper longer. 
under eight times normal writing pressure 


This, of course, means fewer trips to the 
dollars saved in time 


pencil sharpener... 
One trial will prove to you the big difference 


between MONGOL and any ordinary pencil 


He Business Pencil 
of the Warld 


Ww 
— ey, Heo , 


EBERWARD FABER 
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Saves Dollars for Pennies 


PT | 
Re 
ON d 
O 
ba 


od 
oO 
O- 
ry 
oO 
al 


TRADEMARKS REG 
U.S. PAT. OFF, 


a 
z 
a 
F 
a 
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FOUR WAYS IMPROVED f 


The new “Scotch” Brand 
Deluxe Desk Dispenser 


NEW full-length sure- NEW slide-in cutting 
grip rubber base won't knife stays sharp, can be 
slip on smoothest surfaces! replaced in 5 seconds! 





EXTRA! Your supplier now has New 
Formula “Scotch” Cellophane Tape. 


Sticks 6 times tighter than ever before ! 











— ORDER YOUR NEW DELUXE DESK DISPENSERS AND 
NEW elevated cutting NEW rounded modern 


: s choek nar acer ; ECONOMICAL 1296-INCH ROLLS OF NEW FORMULA 
edge, improved design _ styling features chip-proo i a 
supply extra finger space! finish in lustrous gray! SCOTCH” CELLOPHANE TAPE . . . DO IT TODAY! 


SCOTCH cellophane Tape 


The term “Scotch” and the plaid design are registered trademarks for the more than 200 pressure-sensitive adhesive tapes made 
in U.S. A. by Minnesota Mining & Mfg. Co., St. Paul 6, Minn.— also makers of “‘Scotch” Sound Recording Tape, “‘Underseal’’ 
Rubberized Coating, ““Scotchlite” Reflective Sheeting, “‘Safety-Walk” Non-slip Surfacing, ““3M" Abrasives, “3M" Adhesives. 
General Export: 122 E. 42nd St., New York 17, N % In Canada: London, Ont., Can 
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13” and 15” models. The feature, located 
on the three-position bail, offers even 
greater accuracy and speed in balancing 
letters and other typewritten material. 
Perfectly balanced margins can be set 
instantly without moving the carriage re- 
gardless of width or position of paper. 
The development of the bail scale offers 
users greater efficiency in setting mar- 
gins, tabulator stops, copy for composi- 
tion or manuscript work and other ad- 
vantages. 


ELECTRIC ROTARY FILE 


Ferris Business Equipment, Ine., 244 
Great Meadows Road, Stratford, Conn., 
makes Ferris Master Rotary Files. These 
completely motorized card files handle 
existing records on all standard card 
sizes without punching or retyping re- 
gardless of the condition or kind of 
paper now used. They can also be used 
for address plates or other items. The 


average card is brought to the operator | 


in 3 seconds and file makes a complete 
revolution in 9 seconds. Material is 
housed in removable trays containing 
follower blocks and an 8” long tray 
carries approximately 800 cards. Any 
ecard can be read without removal and 
from 4,000 to 17,500 cards are always 
open within a half-arm’s reach of the 
operator. Posting surface is recessed with 
Armstrong’s rubberized linoleum and 
folds up to cover the file which can be 
locked. File can be controlled by push 
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| put 
| position.” 


| Send for illustrated, descriptive folder 
| today. If you use an offset press, YOU 


| This Letter Shop Says, 


AB 


,ave Cerven ano 7 Man senvier 
“ee 


ETTER 


OSG e.m., 


TRADE MARK 


“Paid for Itself in 45 DAYS!” 


and here's the reason: all you need is 
the negative, a presensitized plate, 
and your COLIGHT Exposure Unit to 
| make your offset plates 


Colight 


RIGHT IN YOUR SHOP! 


| Mr. Utter (above) says his COLIGHT 
| not only paid for itself in about 45 


days, but gave him finest quality, and 
him in a "better competitive 


NEED COLIGHT. 


COLWELL LITHO PRODUCTS, 
616 FIFTH AVENUE SOUTH 
MINNEAPOLIS 15, MINNESOTA 








buttons or foot pedals, the latter leaving 
hands free for posting. Illustrated 
literature with full specifications of 
various model Ferris Master Rotary 
Files can be had from above address. 


COPY CAMERA 

| Robertson Photo-mechanix, Ine., 3067 

Elston Ave., Chicago 18, Ill., makes the 

| Seventeen camera which produces line, 

| halftone and combination line and half- 

tone negatives for reproduction depart- 

ments. Although primarily designed for 
The most wonderful | the graphic arts field more and more of- 
thing you could do 
for a wonderful 
secretary! 


| fices are using this type camera for off- 
| set duplicating to prepare the negatives 
jand plates. It comes as a complete 





Make your own 
Letterex test! 


package ready for operation and appren- 
tices have learned to operate it in only 
two hours. It is 28” wide x 8 ft. long, 
can be conveniently positioned and 
operated almost anywhere, A front case 
|holds a 14” Goerz Artar color-corrected 
process lens which can enlarge copy up 





to two times and reduce it down to five 

|times. Easily used focusing seales, based 

on a percentage-size system, eliminate 

‘using the groundglass for focusing or 

of 10 boxes (5,000 sets each —5,000 record | Manipulating image size. Adjustable 
sheets and 5,000 1-time carbon sheets) | Robertson Stayflat plate or Robertson 
— $35 F.O.B. Washington, D C. | vacuum back takes film up to 17” x 17”. 
McGREGOR & WERNER, INC. | Electric push-button timer with reset 
9600 Connecticut Avenue | device accurately controls amount of 
Washington 9, D. C. light for exposure of film. The copy- 

holder, which takes opaque artwork up 
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Are you harboring the 
HIGH, “HIDDEN” EXPENSE 


be. 


+ wg 


of vathering papers by hand ? 


Most companies recognize the annoyance and confusion 
created by hand collating of papers. However, few 
really realize the fact that it is an item of 
considerable expense too! 
If any one of the scenes above 
take place in your company... 
you owe it to yourself to write 
for full facts on how a Thomas 
Collator can help you save 
time, save dollars and increase 
efficiency. 


FREE Learn how to TI, I 
save up to 70%. Write OmArs e& aters 


for free collating analysis ‘ ; 
sheet. Permits easy Specialists in er gathering 


analysis of your paper wee 30 Church St., Dept. B., 
ea ® New York 7, New York 
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that you’re right! 





The printed tape on the Remington Rand Printing Calculator is actual 
printed proof of the accuracy of all your office figurework. Each step of 
every calculation is there in black and white... right before your eyes. You 
eliminate the need for calculating again when you use the Printing Calculator. 
You know “how you’re doing”, because you see what you’re doing. 

The Printing Calculator is an all-purpose figuring machine, featuring 
automatic division and short-cut multiplication combined with lightning- 
fast addition and subtraction. The ten-key keyboard makes touch-method 


operation swift and easy. Mail the coupon today. 


Room 2790, 315 Fourth Ave., New York 10, N. Y. 


Please send me more facts on how I can make office 
work easier with the Printing Calculator. (AC 639) 


NAME TITLE 





COMPANY __ 


ADDRESS 


CITY STATE 
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to 21” x 25”, is lighted by two incandes- 
cent 1,500-watt G-E lamps and reflectors. 
A 12” x 15” transparency opening in the 
copyboard allows flexibility in making 
prints directly from positives. A cabinet 
below the camera proper has 28 ecu. ft. of 
space for storing artwork or supplies. 
Operates on a standard 110-v. A.C. 
single-phase circuit with a 30 amp. load. 


INTERCOM SYSTEM 

Exeecutone, Ine., 415 Lexington Ave., 
New York 17, N. Y., makes the Multiple 
Handset Intereom System for both con- 
fidential conversation and time-saving 
across-room reply. A handset station in 
exposed area is used to eall a central 
point to obtain information, issue in- 
structions or place orders. User lifts 
handset from its cradle, depresses built- 
in talk button and speaks in a quiet tone. 


His voice amplified to required volume, 
is clearly heard at the central location 


where confidential conversation is not | 


necessary. Employee here answers call 
through a staff station from across the 
room without stopping work to approach 
or operate the unit. His reply is heard 
only by the person using the handset 
station to originate the call. No one else, 
no matter how close by, can overhear 
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TRADEMARK REGISTERED 


ac-a-desk 


This Amazing Desk Stabilizer 


Makes Typing 
Easier, Faster! 


No one can be expected to type decently 
on a wobbly, slanting typewriter plat- 


form. But with a firm, self-locking Jac-a- 
desk, typing becomes 


easier, faster, less gg $ 50 


noisy — mistakes 
JOBBERS 


Jac-a-desk has smooth 
exterior—no protruding 
locks or handles. Ex- 
pands from 16” to 30” 
—high enough to sup- 
port standard height desk leaves. See 
your dealer today! Specify Jac-a-desk ! 
eee 
IMPORTANT! Before. making costly repairs or 
replacement try Jac-a-desk. Perhaps your type- 
writer only needs this common-sense support. 
Up in a jiffy, down in a jiffy—locks automati- 


cally. Non-snag, satin-like finish. Sure grip 


rubber ends. Easy to stow. ew ho 


if 


GONCO MANUFACTURING COMPANY 
1259 So. La Brea Avenue, Los Angeles 19, California 
IN CANADA: Underwood Ltd., 135 Victoria St., Toronto 
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IF — like most other officés — you 
are looking for a pencil carbon that gives 
cleaner, sharper copies for payroll forms, 
inventory records, etc. — KLEEN KLEEN 
is the answer. 


KLEEN KLEEN 
is specially 
treated to pre- 
vent curling, 
and has extra 
body to resist 
wrinkling and 
tearing. It wears 
longer, is easier 
to handle and 
more economical. 


NOW AVAILABLE IN GREEN AS 
WELL AS BLUE. Keep it Clean with 
KLEEN 


KLEEN. Send for sample sheets. 


PEERLESS IMPERIAL CO., Inc. 


General Office and Factory 

28 Peerless Place, Newark 5, New Jersey 

© Chicago 2,.179 W. Woshington St 
yuge, Michigan 


N.Y. Office - 13, 10 Franklin St 
r 


Detroit 18 37 Line 





the conversation. Where the central 
location is in a large area, a two-way 
trumpet staff station may be used. Any 
number of handset stations may be used 
personnel to call and talk 
confidentially with a central location. 
A red busy light on each handset station 
indicates when svstem is in use. Hand- 
set stations are connected through an 
amplifier to the staff station at the cen- 
tral location and consist of a black hand- 
set 9 1/16” long, 38” wide, 3” deep, with 
vertical black hanger 3 1/16” 
wide, 244” deep, 33” high; equipped with 


to permit 


handset 


retractable coil cord and suspended by 
receiver in cradle switch provided. Cen- 
tral relay-controlled and 
housed in a ventilated metal case 914” 
long, 6” wide and 619” high. Operates on 
50-60 eyele, A.C. only. Staff station is 
housed in metal cabinet 6” wide, 614,” 
high and 314” deep at base; may be 
table, wall or ceiling mounted. Trumpet- 
staff 
aluminum, 
with equivalent of a 19” air column. 


amplifier is 


” 


type station of heavy gage spun 


is 10” in diameter, 10” long 


PHOTOCOPY PROCESSING UNIT 


General Photo Produets Co., Chatham, 
NM. J., makes the Exact-Phote-Copy auto- 
matic processing unit for offices having 
an old type photocopy machine and de- 
siring to make dry positive copies with 


out a darkroom or handling liquids. 


After made, the negative 
paper is inserted with a sheet of transfer 
into the automatie unit and the 
dry copy is ready within 30 
Machine will produce 60 to 90 


exposure Is 
paper 


finished 


seconds. 
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We don’t know everything... 


the Tickometer can be used for! And 
we learn new uses every day. 

For years, banks have been depending 
on the Tickometer to count currency, 
accurately and quickly. Theatres count 
tickets with it. Cafeterias use it to count 
checks; manufacturers for job tickets; 

soap companies for coupons; 
department stores for sales slips; 
mail order houses for orders; 
railways and bus lines for 
transfers; and hundreds of 
. firms for counting checks, 
®. invoices, paper forms. 
We do know that if 
you want things counted, a Tickometer 
will do it, five to ten times as fast as 
manual counting—up to 1,000 paper 


PITNEY-BOWES 


Tickometer 


Counting, Imprinting Machine 


Made by the originators of the postage meter 
... Offices in 93 cities in U.S. and Canada. 
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items a minute! And it can be equipped 
to mark, imprint or ‘“‘rubber stamp,”’ 
too. Food and drug firms, for example, 
use the Tickometer to code labels. Others 
use it to date-stamp and endorse checks 
and other items. 

It feeds and stacks automatically, 
records both full and partial runs, never 
makes a mistake. 

The Tickometer takes the place of 
slow and tedious hand counting and 
rubber-stamping, saves time and pay- 
roll hours! Rented, never sold, the 
Tickometer requires no investment, and 
service is available from 93 PB branches. 

Call the nearest Pitney-Bowes office 
fora demonstration—or send the coupon 
for free illustrated booklet! 





rc ~ aeone ~ 
‘ PI'TNEY- BOWES, Ine. 

| «fh 3473 Pacific St., Stamford, Conn. 
' ‘ Please send free illustrated 

. , Tickometer booklet to: 
t 

' 

| 

‘ 

' 

A 

7 

t 





Name 
Firm 


Address . 








Do you @ What are the latest developments in 
have the Answers punched-card accounting machines? 


to these Questions? @ For what functions are other companies 
using their punched-card equipment? 


@ Are we using our equipment as effectively 
as possible for each function? 


Many of the answers to these and other 
pertinent questions will be found in... 


Vol. 2,"The Punched Card Annual” 


Completely NEW , from Cover to Cover! Examine FREE for 10 days 


Over 200 pages packed full of valuable infor- After this period if you agree it is of 
mation for everyone engaged in punched- value to you and your company .remit 
card machine accounting, authored by $6.00 plus postage or return the copy 
outstanding authorities. Many tips on without obligation. 

tabulating, forms, accessory equipment 
and short cuts to more efficient operation. Send for your copy, TODAY! 











The Punched Card 509 Francis Palms Bldg. Detroit 1, Mich. 





THE NEW AJAX QUICK-SET MACHINE 
MANUALLY OPERATED 


Like the electric, this machine is designed for rapid 
change of wheels. It is extremely reliable and depend- 
able. Wheels can be engraved with figures, letters, words 
and codes. Word rolls—slides or die plates can be in- 
stalled together with change wheels depending on your 
needs. 


Excellent for carbon copy work and 
its deep throat makes it possible to 
print anywhere on an 8'/2 x || sheet. 


Locating guides and special platforms 
for proper registration on all types of 
business forms—pass books — ledger 
cards, etc. 





AJAX TIME STAMP CO., Inc. 


MANUFACTURERS 


SEND FOR COMPLETE CATALOG 
ON ALL TYPES OF TIMING, DATING 368 BROADWAY 


AND NUMBERING MACHINES. NEW YORK 13, N. Y. 
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faithful copies per hour at about 8c each. 
It handles paper up to 12” wide and 
any length. Attractively finished ex- 
terior of gray vinyl plastic with interior 
processing unit of stainless steel, it 
operates on 115 v. A.C., weighs 18 Ibs. 
Unconditionally guaranteed, priced at 
$175. Full data from above address. 


VERTICAL FILES 


Victor Safe & Equipment Co., North 
Tonawanda, N. Y., makes the moderately 
priced Midline File, a quality file de- 
signed to fill the special needs of econ- 
omy minded offices. It may be obtained 
in letter or legal sizes with either four or 


five drawers. The quiet effortless drawer 
operation of the Midline File is due to 
Victor’s cradle-type, full progressive sus- 
pension. Ruggedly constructed for rigid- 
ity and extra long service, it features a 
welded frame and case, solid top and 
bottom, plus six uprights. The file 
drawer will not rebound upon firm clos- 
ing. The handles, label holders and rod 
knobs are of top quality brushed alumi- 
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For accurate records easier 
Three basic models provide form 
sizes to fit any record-keeping 
need. Popular 514” x 81%"- 
List Price, $18.70 


2° SELL Hane 


AUTOGRAPHIC REGISTERS and 


FORMS 


Hano Dealers make profits on our complete line 
Continuous Forms, Continuous Carbon Interleaved 
Forms, Snap-a-Parts ond of course on Auto 
graphic Registers and Register Forms Here's why 


@ Simplified Price List and selling aids 
@ Assured Repeat Orders result from 
good-looking-good-working forms 
@ Orders Shipped Under Your Label 


and Imprint to your customer, but 


billed to you 


NC 


PHILIP 


HOLYOKE, MASSACHUSETTS 


Established dealers wanted in the South, Southwest ond Mid-west 
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The new SPACE SAVER 


STEEL DESK 


with built-in BOOKCASE 
/ 


IDEAL FOR SALESMEN, FIELD WORKERS, 
ACCOUNTANTS, CLERKS, STUDENTS 
AND THE SMALL BUSINESS MAN. 
Built to last a lifetime! 
Specifications: Shipping Weight 75 Ibs. 
4\"" wide—20"' deep—30!/2"' high 
List Price: $39.75 f.0.b. NYC. 
Colors: GRAY & GREEN 


SANFORD SALES CO. New york'3e’n. v. 





SAVE 


40% 
REGISTER TIME 


' 1200 or 1250 
MULTILITHS! 


The HIGH SPEED 
PRECISION Plate 
Positioning Wrench 


Faster, Easier 
Plate Positioning, 
Registering Black 

& White or 
Color! 


A Micro REcIsTER Stationary Wrench is up to 
40% faster than the old-fashioned ““T’’ wrench! 
Saves slips, misses, plate moves, blanket clean- 
ups, stock spoilage! Installs 10 minutes, no drill- 
ing! Try 10 days, our risk. Full price only $19.95, 
f.0.b. Seattle. We pay postage on cash orders. 
Folder on request. Write TODAY! 


LITHO ENGINEERING & RESEARCH 
3237 Eastlake Ave. Seattle 2, Wash. 
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| riset 


num. 
quest. 
enamel, 


Locks may be inserted upon re- 
Finish is durable hard-baked gray 


DESK SET 
Bert M. Morris Co., 8651 West Third 
St., Los Angeles 48, Calif., makes the 
Morris Safe-T-Set which holds a full 
2-0z. ink supply for months of smooth 
writing and is completely leakproof. The 


Safe-T-Set may be tipped, tilted or even 
turned upside down without a drop of 
ink spilling or leaking. Using the Mor- 
penholder and long-lasting tipped 
pen, the Safe-T-Set is now available in 
seven rich colors. 


PARALLEL RULES 
C-Thru Ruler Co., 827 Windsor St., 
Hartford, Conn., makes folding parallel 
rules of black vinyl plastic which meet 


Government specifications for accuracy. 


| Equipped with friction pads to prevent 


slipping in use. All metal parts are cor- 
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the sad story of the 


We could relate thousands of such cases 
where a small $9.00 check is raised to $90.00; 
$19.00 to $99.00. Can you afford to be care- 
less? Safeguard system of check protection 
is the one definite answer for you. 


Models H, K, Voucher and International 
available for your protection. Write today 
for BE WISE” folder. 


SAFEGUARD CORP. 


LANSDALE, PA. 


“Quality above Comparison”’ 
Smead’s is a “A Quality Line” 
made by craftsmen 


When you open a Smead package 
you can depend on the Best 


THE SMEAD MANUFACTURING CO., INC. 
HASTINGS, MINNESOTA LOGAN, OHIO 
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BI9ZE Electric Printing Calculator 


barrett 


TEN-KEY PRINTING CALCULATORS 





ADDING AND LISTING 
DIRECT SUBTRACTION 
MULTIPLICATION 
DIRECT DIVISION 
The two models shown here, the Barrett Electric BI92E 
and the Barrett Hand Model B192, are designed to save 
machine hours continuously to come. Both 
have many exclusive features, precisioned by Monotype. 


for year 


Dials visible at all times and all calculations are shown 
on printed proof. Special Multiply Key, as easy and 
oon simple as adding. Transparent paper 


and?totals up to 9,999 999.99. 


BARRETT ADDING 
MACHINE DIVISION 
Lanston Monotype Machine Company 
Twenty-fourth at Locust Street Philadelphia 3, Pa. 
B 192 Hand-Operated Printing Calculator 





cutter for complete visibility. Items’ 


|rosion resistant. Available in 12”, 15”, 
| 18” and 24” sizes. Complete catalog of 
“tiga drawing and ruling devices can 


be had free from above address. 


FORMS GLUER 

Pierce Specialized Equipment Co., 350 
Peninsular Ave., San Mateo, Calif., 
makes the Tipmaster all-electric glue 
tipper for producing multi-part forms at 
low cost. It has a one-unit airtight glue 
fountain which holds a week’s supply of 
glue, visible through transparent cover. 
Self-closing, non-clog nozzles can be 
closed as desired for selective tipping. 


| 
| 
| 
| 


The 24” x 36” steel covered, plywood 
feedboard has permanent magnet guides 
which can be set in any position without 
screws, nuts or bolts. Anyone can use 
the Tipmaster, which plugs into 110-115 
v. 60-cycle A.C., to produce snap apart 
forms and continuous forms. Machine 
measures 24” x 24” x 12”, costs $599.50 
fob San Mateo, shipping weight 100 Ibs. 
Free illustrated literature from 
address. 


above 


SALES CONTROL RECORDS 


Remington Rand Inc., 315 Fourth Ave., 
New York 10, N. Y., offers a free 26-page 
booklet KD524 describing effective sales 
control records and other sales manage- 
ment procedures for all types of busi- 
nesses. Titled ‘‘How to Increase Profit- 
able Sales’’ the booklet features a check 
list for sales management which high- 
lights basic information needed by sales 
executives such as: record systems that 
provide a control by individual customer, 
prospect, salesman and territory; sum- 
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To make your work look better... 
Make You look better... Always use 


ONGHORN 


CARBON and 
RIBBONS 


You'll get praises from the boss— 
you'll look sharp, be sharp— 
when you use Longhorn Carbons 
and Ribbons. They give your 
work that extra sharp, extra clean 
neat appearance that wins friends 
and influences raises! 

Longhorn Carbon is made in the 
exact weight and finish to suit 
your style...Longhorn Ribbons 
have six degrees of inking—one 


of them just right for your touch. 


Boost your work and boost yourself—ask 
your office manager to buy Longhorn 


Carbon and Ribbons for your office! 


ANNI 
ANN 


A | aes 
Keo WHAT'S YOUR BRAND? Hb, 
‘ €\ tS ee V(Ahah 


\\ 
N\) 


somely illustrated little 


Ny booklet giving unusvol 
N\) Ns facts about famous AMERICAN CARBON 
as 


Southwestern cattle 
brands. We'd be pleased 


to mail you oa copy at PAPER MFG. co. 


your reqvest. 











The Lowest Priced Mechanical 
Addresser 


Model 25 


$24.50 


(Plus Fed. Tax 
and Supplies) 


One Model of a Complete Line._ 


A Leader in VALUE for 5 Years 


In 1948, Master Addresser originated and intro- 
duced a NEW PRODUCT for sale through office 
supply dealers—the Model 25 spirit-type addresser. 
It is one of the very few NEW inventions to be 
placed on the market within recent years, and 
fast became a staple item in dealers’ stores 
throughout the United States. 


This spirit-type addresser is providing office supply 
dealers with a new source of business, and in ad- 
dition, provides a lucrative REPEAT BUSINESS 
through the sale of addresser supplies. As it was 
in 1948, the Model 25 is still today the LOWEST 
COST Mechanical addresser on the market that 
holds 500 names on an address roll. 


Since its introduction, Master Addressers have 
been one of the few office machines that could 
successfully be sold as an OVER THE COUNTER 
ITEM by office supply dealers. 


A planned program of continuous national adver- 
tising and dealer merchandising aids support all 
Master Addresser products. 


flicdsler radauge C2 


6500-0 West Lake St. Mi t 





Please send circular and name of nearest dealer 
Name 
Address 





mary records and a photographic method 
of furnishing salesmen with details of 
their progress on individual accounts; 
and sales analysis statistics. Also avail- 
able is a 30-minute sound film ‘‘ Dynamic 
Sales Management’’ which illustrates 
modern sales control methods for getting 
the facts and taking direct action when 
and where needed. 


TRANSPARENT HAND STAMPS 


John Griffin Co., 2157 James Ave., St. 
Paul 5, Minn., has developed transparent 
Plexiglas hand stamps for stamping con- 
ventional symbols on engineering draw- 
ings. The transparent stamp permits the 


ete 


aun 


user to position a symbol, embossed on 
the stamp, with existing lines on a draw- 
ing. Because of its breakage resistance 
and its lasting transparency, Plexiglas 
acrylic plastic is used. Stamps are avail- 
able in 124 different engineering symbols, 
designed in accordance with ASA stand- 
ards. Each stamp is 114” square and 
5/16” thick, packed in a clear plastic 
box of related symbols. 


RECORD SAFES 


Mosler Safe Co., Dept. 0-5, 320 Fifth 
Ave., New York 1, N. Y., offers three 
free illustrated catalogues describing its 
line of 400, 200, and 100 Series, A, B, 
and © label record safes which feature 
security, convenience and modern design 
with styling by Raymond Loewy. ‘They 
are available in a wide range of sizes in 
single and double-door models. Stream- 
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Batten Porformance and Longor Life 
FOR YOUR OFFICE EQUIPMENT 
With An Annual 
Platen and Feed Roll Change 


For Best Results, Insist on 


FUTURISTIC 


5-Star Platens 





Manufactured and Distributed to Office Machine Dealers by 


Ames Supply Company 


CONTACT YOUR LOCAL TYPEWRITER DEALER OR REFER TO YOUR RED BOOK 











ettcd KING ARTHUR fir... TABLES 


SiZes; 


Here's Your 


30" x 36" 


pest Table sot 30 
Buy + ee reer ae 





tional King Arthur Tables. Sets x 60" 
up in a@ moment ready for Mode! 204 
use... and when you're 30" x 720 

Model 205 


FOLDS FOR 
COMPACT through with it just fold the legs for compact storing. 30"5 408 
STORAGE Rigid, rust-proof folding leg assemblies eliminate pipe 6 
legs, saw horses, trestles .. . supports up to 3000 pounds Also 
e ... stays in position with double action lock. The five-ply ROUND 
SMOOTH TOP plywood top is moisture-resistant and warp-proof ... | 'N 36", 4gn 
“ also available in Formica. Edges protected by aluminum 54", 60", 
RUGGED moulding. No comparable table can match its low price. and 72" 
Write For Complete information and Nearest Dealer's Name. Desier inquiries Invited. | O'AMETERS 
AND Hair. 
TABLE ROUND 


ve INSTITUTIONAL SALES MANUFACTURERS 96" x 4a", 





PRICED 4930.32 PORTICO STREET - PHILA 44. PA + Victor 8.0290 


THe Orrice—June, 1953 











caer Built for Action _. 


Hairline Registration 


Full Ream Paper Capacity 
Electric Bi, Deluxe Feed Assembly 
i Built-in Accurate Counter 
MIMEOGRAPH , Simplifies Filling-in Forms 


and Records 


HM 249 Electric 


PFI ous ts 


HART 


@ Economical hand operated models mimeogra p h S 


Line Up with \ @ Efficient electric models 
HART'S < @ Convenient spirit duplicators 


Complete Line! @ Top quality accessories and 
supplies HART MANUFACTURING CO 


ST. PAUL 4, MINN 


and supplies 


ALL PRECISION-BUILT—BEAUTIFULLY DESIGNED—PROFITABLE! 


THE EASY way 
TO DESTROY 
OLD PAPERS 


{ 


t 
vi] 


The new “Silver Executive’ Paper Shredder destroys confi- 
dential papers, obsolete records completely . . . quickly! 
Machine is typewriter-size, neat, compact and portable— 
safe and easy to operate. Shreds paper into 1/4” strips... 
makes wonderful packing material. 


Write today for complete details and 10-DAY FREE TRIAL. 


INDUSTRIAL SHREDDER & CUTTER CO. 


Rees eo ee ae : SALEM, OHIO 
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lined handles and dials are at no-stoop 
height and the special combination lock 
has numbers on the edge of the dial 
instead of the face. On the Counter-Spy 
lock, the numbers are visible only to 
the person operating the combination. 
The safe has a recessed bottom panel 
which completely conceals the wheels 
but is easily detached for moving and 
cleaning under the safe. Although pri- 
marily designed to protect records from 
fire, the units also carry the Under 
writers’ Laboratories’ T-20 tamper-re- 
sistant door label. When cash also must 
be protected, the record safes are avail- 
able with a built-in burglary-resistive 
money chest. 


VERTICAL FILE 
Northwest Metal Products Co., Dept. 
O, 1337 E. Mason St., Green Bay, Wis., 
makes Northwest ‘‘V’’ Expanding Ver- 
tical Files in which the front expands 
into a ‘*V’’ so that letters can be easily 
removed and replaced without touching 


the follower. The drawer’s contents are 
kept tightly compressed when the drawer 
front is swung closed. This file is said 
to eliminate 99% of lost motion in fol- 
lower manipulation; save time and ef- 
fort in filing. The workable capacity of 
four ‘‘V’’ Expanding Files is figured to 
equal five files with rigid drawer fronts 
because the expanding drawer provides 
approximately 20% more space per 
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“PUMCHLES S$" 


New: “Punchless” Binder 


Saves 80% in Time 


Look- No Holes ! 





SLIDE LOCKS CLOSED 


Compare any other method of 
binding with the new, revolution- 
ary “Punchless”’. Zip — it's open! 
Zip — it’s closed! No time wasted 
punching holes and messing with 
“gadgets”. Papers are bound or 
released by merely pushing two 
slides. 

The “Punchless” Binder is 
ideal for file folders, sales and 
service bulletins, catalogs, price 
lists, house organs, etc. Letter or 
legal size in red, black or grey 
with “Punchless” clip at top or 
side. Order from your supplier or 
write to Cushman & Denison Mfg. 
Co., Dept. 0-10, 153 W. 23rd St., 
N. Y, 11, N.Y. 


CADO 








BINDER 








Get 20% more Filing : 
Space per Drawer with | > 
NORTHWEST "Vv" | oe 








EXPANDING FILES 


4 
= > . im: 


Yes sir, 4 pate result from 

"Vv" expanding le sparkling type... & 

drawers have the equi- end the hed inown ry PS) 
‘ 





lent in ‘'work- 
a capacity" meons fo that end is 


of 5 conven- the incomparable 
tional files with ‘ NN 
rigid fronts. 

etters can be 
easily removed 
—and replaced without 
touching the followers. 
Drawer contents are 
oer compranes 
when drawer front is Here is the simplest, fastest and: 
pe wee a oo : CLEANest? type cleaner—a favorite 
arg Act! ww arg with bosses and typists alike. The 
eavess ond Saas fil- sturdy dauber eliminates spattering 
ing fatigue. Made in 2, BEFORE — eeny. Slower evaporating 
3, 4 and 5 drawer models. Write for complete and hence more economical. Non- 
details. IMMEDIATE DELIVERY. inflammable. Try CLAR-O-TYPE and 
watch your letters really sparkle! 


NORTHWEST METAL PRODUCTS CO... <a 
1337 E. Mason St., Dept. O; Green Bay, Wis. 


BIND YOUR OWN 


SHEETS or BOOKLETS 
with the NEW improved 
TAUBER-TUBE PLASTIC BINDING KIT 


Plastic bind any typed or printed TAUBER-TUBE 
reports, presentations and photo- 

graphs in seconds. Bind right at A() 
your own desk at practically no ~ 
cost. PERMANENT 
yee, Buse era : 


F.O.B. punching machine and over 
N.Y. 























150 colorful Tauber Plastic 
Tubes. 


FOUR WEEK MONEY-BACK 
GUARANTEE 


TAUBER PLASTICS, inc. 


200-0 HUDSON ST.. NEW YORK 13, N. Y. 
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drawer for filing. A quality product 
throughout, this file saves floor space, 
reduces filing equipment cost and cuts 
filing time. 


PERSONAL FAN 


Budlew Products Co., Dept. 107, 20 E. 
Jackson Blvd., Chicago 4, Ill., announces 
the Gent-L-Aire personal air circulator. 
Its concentrated, yet gentle, air stream 
ean be directed on just one individual 
without disturbing papers on a desk. 
Weighing only 2% Ibs. and no larger 


than a telephone, the completely enclosed 
mechanism will not allow injury to the 
smallest child’s fingers. The one piece, 
shatterproof Tenite case houses a power- 
ful, vibrationless, AC motor which needs 
no oiling. Available in four colors: 
ivory, gray, black and walnut, sells for 
$11.95, including excise tax. Further in- 
formation from above address. 


FURNITURE PEDESTALS 


Safeguard Appliance Corp., Lansdale, 
’a., Offers heavy duty Sound Absorb- 
ing Pedestals for heavy oftice equipment 
like tabulating machines. The No. 60 
Air Chamber Pedestal retails at $1.50 
each. For carpeted offices the No. 2 
Pedestal has a large base (4%” x 54”) 
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ONE-WRITING 
Accounting System 


Complete double entry with 


@ No heavy books 

@ No posting errors 

@ Simple, accurate control 
@ Big savings in time 


The system that warns you 
of weak spots before it is 
too late! Write for full 
information, 


RUF ACCOUNTING SYSTEM 
JOHN R. SOLLBERGER 
115 NEWMAN STREET, METUCHEN, N. J. 








WHEN YOU BUY OFFICE FURNITURE 
Specify Desks by imperial 


ASK YOUR DEALER 


Imperial 


DESK CO. 
Evansville, Indiana 














COTTERMAN TUBULAR 
WELDED STEEL 
SAfETY LADDERS 
For Filing Rooms, 
Stock Rooms, Vaults. 
Strong—Easy ‘to Move, 
Easy to Climb. 
Mounted on Swivel Brake 
Casters which allow the lad- 
der to be rolled freely when 
no one is on it, When you 
step on the ladder the rub- 
ber cushioned legs rest on 
the floor and prevent rolling. 
Made in 7 heights—2 widths. 
Send for Cer 52-0 and 


1. D. COTTERMAN, Mfr. 
4535 N. Ravenswood Ave. 
Chicago 40, III. 








DON’T FIGHT ! 
DO IT RIGHT ! 


Get ‘‘Koil-o-matik’’ the only 
RUBBER COVERED device 
that COILS a dangling 
cords out of the 
RUBBER COVER protects 
furniture. Safeguards against 
‘shocks’ and ‘‘shorts’’. Fits 
all cords, even solid rubber 
ones, Easy to put on. Guar- 
anteed for | year. 

Priced much lower than com- 
petitor’s bare wire coiler. 


DEALERS: Soares, counter 
display carton an FREE 
DEMONSTRATOR make 
quick sales. Money back sales 
guarantee. 

THE NEVERKNOT CO. 

Dept. 6C, 4525 Ravenswood, 

Chicago 40, III, 
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CARBON PAPERS 


Typewriter, Billing, Fan-Fold, 
Pencil, Carbon Jackets, Regis- 
ter Rolls. 


INKED RIBBONS 
HECTOGRAPH SUPPLIES 


> CORP. 


Factory: CORAOPOLIS, PA. 
401 Wood Street, Pittsburgh 22, Pa. 


40 E. 40th St. 564 W. Monroe St. 
New York 16, N. Y. Chicago 6, lil. 


| No. 401 
| allows viewing the entire contents with- 
| out stooping. 


Ave., 
| offers a free folder describing the use of 
| the Colight exposure frame for preparing 
| small offset plates for office duplicating. 


| to distribute weight of furniture over 
| a wider area and preserve carpet pile. 
| No. 2 Pedestals are $1.10 each. 


MACHINE CABINET 
Cole Steel Equipment Co., 285 Madison 
Ave., New York 17, N. Y., makes the 
Sliding Shelf Cabinet which 


The top shelf, when pulled 


| out, can be used as a typewriter table. 
| After typing, shelf holding machine is 
| pushed back into cabinet. Made of heavy 
| gauge steel, equipped with paracentric 


lock and two keys, cabinet is 4034” high, 


| 203%” wide, 24144” deep; finished in Cole 
| gray baked enamel, lists at $49.50. 


OFFSET PLATEMAKER 


Colwell Litho Products, Inc., 616 Fifth 
South, Minneapolis 15, Minn., 


The illustrated folder covers the tech- 


| nique afid includes cost figures for com- 


parison. 


ODORLESS PAINT 
Keystone Paint & Varnish Corp., 
Ostego St., Brooklyn 31, N. Y., makes 


75 
(i) 
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completely odorless paints in every in 
terior finish and in a full selection of 


colors which should prove to be a boon Cramer 
| REPLACEMENT COVERS 


for RESALE 
for CLEANLINESS 
for DISPLAY 
for SHIPPING 


ODORLESS 
ONE COAT 
FLAT FINISH 


312 } 
DUSTY BLUE * 


Ege 


lin 


to offices where the presence of obnox- 
ious paint odors is disturbing to those 
who occupy or visit the premises as well 
as harmful to merchandise. 


CARD-CHECK PROTECTOR 


Safeguard Corp., Lansdale, Pa., an- DEALERS = 
nounces that Safeguard Checkwriters % 


have proved efficient for use with IBM Use Cramer Replacement Covers as 


. 


a plus profit for your salesmen as 
they make their calls. Over a mi 


VARIGRAPH Sshanab ot teu ian 
LETTERING INSTRUMENT 























=| -Check for the quan- 

=| tities you need. 
—{ Ploce your orders 
=| NOW. for prompt |= 


Now anyone can do perfect hand-lettering to fit 
any job. Varigraph letters more than 500 sizes 
and shapes from each of 113 type style templets. 
Write today. No obligation. Dept. {23 


VARiIGRAPH CO., INC, wisconsin 
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no matter how 
you figure... 
Profits add up with 


Remington Rand TOPflight 


Take the full range of TOPflight hand and electric 
adding machines — 
acceptance .. 


machines with top customer 
. add the selling power of sales helps 
such as the promotional package which we sent 
you in April — the result is the fastest selling line 
of adding machines on the market and a line that 
figures to be a TOPflight profitmaker for you. 


Mlemington. Fane MER SAtts 


DIVISION 
315 Fourth Avenue, New York 10, N.Y. 
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better. 


| such words as 
| “general”. Make each subject as concrete 


Card Checks to protect these checks 
without impairing the cards; thus main- 
taining the ability to process protected 
eard checks on tabulating machines. 


MUCILAGE 


Sanford Ink Co., Bellwood, Ill., makes 
a mint flavored mucilage with a rubber 
spreader top in small and large sizes. 
Both sizes are packaged with assorted 


colored tops in yellow, green and red, 
with a mint the label. The 
mint flavor makes the mucilage smell 
Small size sells for 15c; large 


leaf on 


size, 35e. 


Just a File Clerk 


(Continued from page 10) 
note the date of disposal and your 


| initials in the margin of the list. If 


higher approvals are necessary, ask him 


| to make the disposal notation himself 


when he destroys the material. 
Whatever you do about the disposable 
material in such a file, take back your list 


| of material which must be kept to your 
| own office. There you can analyze it 
| more leisurely. Try breaking it down 


into ten broad subjects. Avoid the use of 
“miscellaneous” or 


as possible in meaning, not vague or 
subject to various interpretations. Code 


| the major subjects with Arabic numerals. 
| Then break each major subject down in- 
to component parts. Add consecutive 


alphabetic letters to the major code num- 


| ber for each subordinate subject. If 


necessary, you can add another number 
to the right of the letter for further 
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ONE OF MANY TIME-AND-MONEY-SAVING WELDON 
ROBERTS ERASERS—121 ELLIPTIC. Soft gray 
eraser in handy elliptical shape for pencil or ink 
erasures on all types of work. Ideal for volume 
sales to office workers, typists, draftsmen, artists 


Neat Norwegians know what you 
should know: The best way to correct 
mistakes in any language is with 
Weldon Roberts Erasers. 


SAVE stationery—workers’ time and 
tempers — with all-quality Weldon 
Roberts Erasers in exactly-suited 
textures, styles and sizes to your 
particular requirements for erasing 
handwriting and all types of busi- 
ness machine work, Ask your dealer! 


WELDON ROBERTS RUBBER CO. 
365 Sixth Ave. Newark 7, N. J. 
World’s Foremost Eraser Specialists 





ecra - type or efficiency 


Munagement, as well as 
individuals, are always 
interested in equipment 
contributing to more 
efficient and speedier 
output by employees. 


Write for details and 
additional information 
on the complete 
WORDEN LINE of 
desks and genuine 
leather chairs and 
suites, No. 252ST 52"' x 32" 








ees] n Worden Company 


200 EAST 17th STREET #@ HOLLAND, MICHIGAN 
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COLLATE PAPERS and GATHER DOLLARS 
—— 
Evans 
GATHERING 
RACKS 





Pictured: 
@ You'll gather many a saved dollar—by using 18-Section TU Rack at 


Evans Gathering Racks for collating, One un- $25.00. 7 a 
trained worker easily collates 3,500 sheets an y FN ag to $16.50. 
hour, working without fatigue, standing or sit- GUA 


to produce quicker and 
ting. Double work in half time! pod pnd results 
than any other collating 


Racks are all aluminum; collapse for setting aid on the market. 
aside when not in use. Each section holds 500 NEEDED IN 


sheets at inclined angle. Use racks singly— any office where collat- 
ing is done continually 
or now and then. 


See Your Dealer or Write: Evans Specialty Co., Inc., 403 N. Munford St., Richmond 20, Va. 


You Cart 
(0Won g 


Businessmen, Doctors, House- 
wives, Salesmen, Secretaries and 
many others all agree that you 
can’t ts wrong with the Olym- 
pia eLuxe Portable 
typewriter. This new 

and really modern SM 3 
DeLuxe Model is de- j Here are a few of its many 
signed to meet the de- exclusive features: 

mands of the most criti- © Automatic paper feed 

cal person. For years of © Automatic  spring-release 
trouble-free performance paper support 

and with many exclusive @ The paper bail that pulls 
features not found on way out to the front and 
other nm = ngge = here - swings back all the way 
a Portable that rea 

Sdicciy aed aeews pen INTER-CONTINENTAL TRADING CORP. 
the most for your money. 90 WEST STREET +» NEW YORK 6, N. Y 


or two or more together for large gatherings. 
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breakdown of the secondary subjects. | 


Keep the whole thing as simple as 
possible. 


If you can swing another trip to the | 
field office, take this coding system to | 
your field man. Demonstrate how it | 


would apply to his file. If time permits, 
set up a complete set of folders and 
guides to contain his permanent material 
after it is coded. Tell him that if he will 
use the coding system you have worked 
out for him, he can always be sure that 


material he removes from a folder will 


get back into the same folder from which 
it was removed. 
These are just a few of the problems 


you begin to encounter the minute you | 


decide to quit being “just a file clerk.” If 
your organization is even average, you'll 


soon begin to reap many rewards from | 


your efforts, not the least of whieh is a 


fatter envelope on payday. Chances are | 
that your bosses are pretty smart people, | 


smart enough to raise your salary betore 
somebody else begins to appreciate your 
value and grabs vou away from them. 


But whatever your superiors’ reaction, | 
you will not have to wait for that inner | 


satisfaction, that glowing feeling, of 
pulling yourself up out of mediocrity; 


of the supreme pleasure of self-develop- | 
ment through recognizing, analyzing, | 
and constructively solving the many | 


problems of your workaday world. 


Multi-Purpose Form 


(Continued from page 80) 


imvoice in DUPLICATE to” 


getting shipments and 
dressed properly. Instructions are briet 
and printed in type large enough to be 
read easily. 


tions and conditions of the purchase 


printed on the back of purchase order | 


forms. In some cases they require you 


to sign orders forms with their condi- | 
tions which completely nullify all spe- | 


cial requirements on your order form. 


The original (white), which is the | 
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section. | 
This greatly increases the chances of | 
invoices ad- | 


Experience taught us that | 
few people ever read lengthly instruc- | 


a TOP HAT 
doesn’t make 
a man 
out of a monkey... 


BE SURE YOU GET 
THE ORIGINAL 


CRASERSTIA 


Putting o wood case around 
an eraser doesn't make it an 
EraserStik. It has to have the 
EraserStik name on it. 


We INVENTED — ond 
still produce—the world’s 
finest pencil-shaped eraser. 
Cleans quick and slick because 
it has the famous A. W. Faber 
erasing stock. Erases pencil, 
ink or typewriting without 
digging into the poper. 
Sharpens with knife or me- 
chanical shorpener. Typists, 
clerks, bookkeepers and 
accountants are crazy about 
EraserStik. 


Si, 


TIK Git service uA. 7O099B 
FABER GRASERSZIK Gisw® v.5.4.7099 





If your own Dealer — 
doesn't carry EraserStik, 
please write to us direct. 





*RASER 


“3 


AW FABER-CASTELL 


PENCIL COMPANY. INC. NEWARK NJ 








vendor’s copy of the purchase order, fits 
perfectly in No. 10 window envelopes 
with only two folds. No part of the type- 
written or printed information, except 
the name and address of the vendor, 
shows through the window of the enve- 
lope. 

The second copy (buff) of the order 
is for our accounting department and 
has the partial payment record in the 
section used for instructions on the origi- 
nal copy. Space is provided for 15 par- 
tial payments showing the voucher num- 
ber of each and the amount liquidated 
by each payment. Funds are encum- 
bered to cover the order before the origi- 
nal copy is mailed to the vendor. 

The third copy (pink) is used for a 
receiving report and later the same copy 
becomes an accounts payable voucher. 
The lower section has spaces for all re- 
quired signatures and accounting data 
such as fund, check number, voucher 
number, date of payment, ete. The re- 





‘a 





54 LAFAYETTE ST., 


SPOT CARBONIZING 


NEW ELECTRONIC HOT WAX PROCESS! 
SPOT CARBONIZING CAN MAKE 
MONEY FOR YOU TOO! 
ei Absolute register, non-smudge, perfect for all types of 
business forms—2 to 12 parts. Our modern plant is equipped to do the complete job— 
printing, carbonizing and binding— or any part that you wish. Samples on request. 


ceiving clerk signs this copy as soon as 
the shipment is received and inspected. 
The copy then goes back to the purchas- 
ing department where it becomes a 
voucher. The invoice from the vendor is 
attached if correct and the voucher 
and invoice are forwarded to the ac- 
counts payable clerk for payment. A 
special partial delivery receiving re- 
port form is used when the complete 
order is not received in one shipment. 

The fourth copy (green) is for the 
receiving department and is kept in 
alphabetical order for use in identifica- 
tion of shipments not properly ad- 
dressed. Partial shipments are noted on 
this copy to indicate when all items or- 
dered have been received. The fifth 
copy (white) is for the purchasing de- 
partment’s numerical file. The purchase 
requisition and copies of all correspond- 
ence are stapled to and filed with this 
copy. It remains in an Incomplete Or- 
ders file until the entire order is de- 





NEW YORK 13 





OS. 


- FEDERAL 


FEDERAL 


CASH REGISTERS 


For INDEPENDENT Dealers 
(Liberal Open Account Terms) 


- FEDERAL - FEDERAL - FEDERAL - FEDERAL - FEDERAL - FEDERAL - 


1wuiaad 


“/fe FEDERAL CASH REGISTER CO. 


DEPT. 18 P.O. BOX 2265 KANSAS CITY, MO. 
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livered. Follow-up data is entered in 
the section used for Instructions on the 
original. When all items on the order 
have been received and the receiving re- 
port with invoice attached has been 
approved for payment, this fifth copy of 
the order is filed away in the Completed 
Orders file. 

The sixth copy (blue) is returned to 
the requisitioning department for in- 
formation purposes. It shows with whom 


the order was placed, the exact items 
ordered, cost of each item and brief 
instructions on what to do when the or- 
der has been delivered to the requisition- 
ing department. The seventh copy (yel- 
low) is filed in the purchasing depart- 
ment in alphabetical order by vendors. 
This file makes it easy to check on the 
value of our purchases with each vendor, 
price information and identification of 
charges on vendors’ monthly statements. 


No neuroses! 


Does your mail scale fuss and fidget, make you 
wait until its quivering indicator halts? . .. 

This Pitney-Bowes Mailing Scale has sound 
nerves and solid character. Its automatic 
pendulum mechanism acts fast. The 
hairline indicator doesn’t waver. Markings 
are wide-spaced, easy to read. Saves mailing 
time—and postage! Never overweighs, 
wasting postage. Never underweighs, causing 
“Postage Due” embarrassment . . . Special 
models for parcel post. Ask the nearest 
Pitney-Bowes office to show you. Or send for free 
illustrated booklet! 


FREE: Handy wall chart of Postal Rates 
with parcel post map and zone finder. 





PITNEY-BOWES <&™ 
Mailing Scales 


PITNEY-BOWES, INC. 
3484 Pacific St., Stamford, Conn. 


Originators of the postage meter 
... Offices in 93 cities 
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of the Office 





OEANY Officers 


George W. Oliver 
Jr., vice president 
and general man- 
ager, Thomas Col- 
lators, Ine., was 
elected president of 
the Office Execu- 
tives Assn. of N.Y., 
New York’s Chap- 
ter of National Of- 
fice Management 
Assn. Alfred T. 
Ruf, Ebasco Services, is executive vice 
president, Edward F. Jacobus, National 
Board of Y.M.C.A.’s, is treasurer and 
Rudolph Lang is secretary. 


George W. Oliver Jr. 


NACA Conference 


The 34th annual conference of Na- 
tional Assn. of Cost Accountants con- 
venes in Los Angeles, June 15-19, Sub- 
jects on the three-day program will in- 
clude: Accountant’s Part in a Competi- 
tive Economy; Electronic 
Possibilities; Direct Costing; Statistics 
in Accounting Control; The How of 
Budgeting; Simplified Cost Control for 
Small Industries; Hidden Profits in 
Overhead; Fringe Benefits — Cost or 
Profit?; and an interchange of ideas 
among a variety of different industries. 
Registration data can be had 
NACA Headquarters, 505 Park 
New York 22. 


Accounting 


from 
Ave., 


OMAC Elects 


Office Management Assn. of Chicago 
elected the following officers for the year 
ahead: Alfred H. Dorstewitz, Stiver’s 
Office Service, president; L. R. Chase, 
Johnson & Johnson, Ist vice president; 
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Paul Holly, Aldens, Ine., 2nd vice presi- 
dent; Michael A. Georgen, City National 
Bank & Trust Co., treasurer, George A. 
Roubik, secretary. 


Audio-Visual Courses 

New York’s City College School of 
Business will give two intensive 30-hour 
courses in audio-visual techniques, July 
6-10 and July 13-17, daily 9 a.m. to 12 
p.m. and 2 to 5 p.m., under direction of 
Dr. Victor W. Eimicke. Tuition is $60 
plus lab fees of $10-$25. 


Hospital Accounting Institute 


The 11th annual institute on hospital 
accounting, sponsored by the American 
Assn. of Hospital Accountants, will be 
held at Indiana University, Bloomington, 
July 12-17. Program and registration 
data from Frederick C. Morgan, con- 
troller, Hospital, Rochester 7, 
N.Y. 


Genesee 


NOMA Institute in Ohio 


The Cincinnati, Butler County and 
Dayton Chapters of National Office Man- 
agement Assn. will conduct their second 
annual institute and equipment display 
at Miami University, Oxford, Ohio, June 
24-26. Data from R. G. Staudigel, Ohio 
National Life Insurance Co., Cincinnati. 


N.Y.U. Business Committees 

Two special committees to advise and 
assist the School of Commerce, Accounts 
& Finance and the Graduate School of 
Business Administration at New York 
University were announced by Dr. G. 
Rowland Collins, dean. Frederick W. 
Nichol, former vice president and general 
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“Slalionals save us $82,000 a year... 


repay their cost every 11 months!” 


—ZENITH RADIO CORPORATION, CHICAGO 


“Our 18 National Accounting and Payroll Machines save us 
$82,000 a year. This means they repay their cost every 11 
months. 

“In addition to these very important savings, we like the 
ease of operation with which National Machines handle our 
Payroll, Sales Distribution, Vouchers Payable, Writing 
Checks, Earnings Record and Social Security Reports, Pre- 
Payroll of Accrual Cards, Account Distribution and General 
Ledger. 

“So you can see that we have every 
reason to be well pleased with 
our National System.” 


Vice-President and Treasurer 


THE NATIONAL CASH REGISTER COMPANY, barron 9, on10 
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No matter what type business you 
have, Nationals soon pay for 
themselves, return a handsome 
profit. Nationals do up to % of 
the work automatically. (Operators 
are happier, too, because they 
do their work more easily.) 
Demonstration? Call your nearby 
National representative today! 


Walional 


ACCOUNTING MACHINES 
ADDING MACHINES « CASH REGISTERS 





MACHINE WITH EXTRA 
KEYBOARD 
This photo-peth pattern shows the ac- 
tual head motion of the operator who 
has to think and work in two systems, 
not one. Head and mind work horder. 


MONROE SINGLE KEYBOARD 
Operator's head travels only one- 
sixth as far, as proved by this light 
pattern. No bob or weave on the 
compact Monroe Single Keyboard. 


How to make HEADWAY 


against your Calculating Costs 


In cutting your overhead, head travel (the movement of the operator's 
head- when making calculations) can be an important factor. When you 
reduce head travel you reduce fatigue . . . improve efficiency . . . and sharply 
reduce costly errors. 


A series of scientific motion photographs made by the U. S. Testing 
Company, Inc., revealed that the fully automatic Monroe Calculator — 
tested* against comparable machines on the same routine business prob- 
lems—reduces head travel much more. Reduces hand travel, eye travel, too. 


The exclusive Monroe Single Keyboard is so compact the operator 
moves her head less, “uses” it better. This lets the operator work with com- 
plete, undistracted concentration. And—by saving motion and lessening 
fatigue—it makes for maximum figuring efficiency ...keeps personnel 
happier . . . far more productive. It actually saves you money! 


Only the Monroe with its famous, exclusive Single Keyboard registers 
zeros and decimals automatically. Only the Monroe frees the operator so 


completely—hand, head and eye—for greater figure output. M O N ROE 


You can see for yourself how you can save time and money with the 
Single Keyboard Monroe Calculator. For additional photographic evi- CALCULATING «+ ADDING 
dence, call your local Monroe man today for a demonstration. ACCOUNTING MACHINES 


*Test No, 44136, April 10, 1952 


MONROE CALCULATING MACHINE COMPANY, INC., ORANGE, NEW JERSEY 
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manager of International Business Ma- 
chines Corp., is chairman of both com- 
mittees. One is composed of eight mem- 
bers of the university’s governing coun- 
cil; the other is an advisory committee 
of 14 business, industrial and financial 
leaders. The two committees will arrange 
and give lectures on specific business 
problems at the executive level, advise 
on the educational needs of business and 
the business needs of education, work 
with the two schools in making the tran- 
sition from education to business more 
fruitful for graduates, and improve the 
resources of the two schools. 


AMA Management Conference 


Determining, planning and manning 
the future will be the theme of the 
American Management Assn. general 
management conference June 17-19 at 
the Hotel Statler, New York. Some 600 
business executives are expected to at- 
tend. The association also will hold its 
annual business meeting at the Statler 
on June 18. 


TSA May Meeting 


At the regular monthly May dinner- 
meeting of Transcription Supervisors’ 
Assn. of New York, $300 proceeds of 
their annual bridge were donated to the 
Rheumatism & Arthritis Foundation. The 
meeting was addressed by William 
Lange, management consultant, on get- 
ting employee cooperation and greater 
productivity. Included was a discussion 
on productivity and standards. 


Navy Reports Course 


Rear Admiral Roscoe H. Hillenkoetter, 
Commandant Third Naval District Head- 
quarters, sponsored a 40-hour course in 
the control of reports at New York Uni- 
versity for military and civilian super- 
visors of the Third and Fourth Naval 


Districts. Milton Reitzfeld, Third Naval 
District Records Management Officer and 
members of his staff conducted the 
course. 
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National Conference 
& Exhibit Calendar 


Insurance Accounting & Statistical Assn., 
Palmer House, Chicago, June 1-3. 

Accounting Div., Assn. of American Rail- 
roads, Edgewater Beach Hotel, Chi- 
cago, June 1-4, 

Store Modernization Show, Madison Sq. 
Garden, New York, June 9-12. 

National Assn. of Cost Accountants, Stat- 
ler Hotel, Los Angeles, June 14-19. 

National Office Machine Dealers Assn., 
Ambassador Hotel, Atlantic City, N. J., 
June 18-20. 

National Machine Accountants Assn., 
Schroeder Hotel, Milwaukee, June 18- 
20. 

National Secretaries Assn., 
Hotel, Seattle, July 15-18. 
National Business Forms Associates, 
Edgewater Beach Hotel, Chicago, Sept. 

2-6. 

Life Office Management Assn., Nether- 
land Plaza, Cincinnati, Sept. 21-23. 
National Stationery & Office Equipment 
Assn., Conrad Hilton Hotel, Chicago, 

Sept. 26-Oct. 1. 

Insurance Accountants Assn., Bellevue- 
Stratford Hotel, Philadelphia, Oct. 14- 
16. 


Olympic 


(Continued on page 153) 


C. King Woodbridge, chairman of National 

Secretaries Week and president, Dictaphone 

Corp., Secretary of Commerce Sinclair Weeks 

and Mary H. Barrett, president, National Sec- 

retaries Assn., with the scroll which was dis- 
played May 24-30. 
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Realtor Attends National Business Show 


Attendance at 
the National Busi- 
ness Show each fall 
is a ‘‘must’’ for 
Lawrence B. Elli 
man, Jr., Vice Pres- 
ident and Director 
of Pease & Elliman, 
Ine., managers of 
great office build 
ings since 1897. 

Mr. Elliman point- 
ed to the post-World 
War II commercial development 
Park Avenue, New York, which was 
pioneered by Pease & Elliman. The 
changeover to modern office buildings 
was accompanied by the installation of 
up-to-date features and equipment which 
render many older offices obsolete. 

Top-flight building management by 
Pease & Elliman, Inc., and the best and 
latest office machines and equipment as 
shown at the National Business Show 
are the executive’s guarantee that his 
office is modern, efficient and productive. 


—Advt. 


Lawrence B. Elliman, dr. 


along 


Keep keys 


AT HAND... 
IN THE RIGHT 
HANDS! 


with 
TELKEE 
Moore Key Control 


A METHOD FOR FILING AND CONTROLLING KEYS 


With Moore Key Control TeLKE&E, you never 
have to worry where keys are...or who has 
them—they’re instantly available in neat, | 
compact cabinets, easy to set up and operate. | 
Saves cost of expensive lock repair and re- 
placement, too. Moore Key Control usually 
pays for itself the very first year you own it. 


P. 0. MOORE, INC. 


302 Fourth Avenue, New York 10, N. Y. | 





CONFIDENTIAL 





> 
BvUpsorcc ] 


no 
Mail Ord 








Tubes are indexed 
for quick location 
Easiest way to file and find maps, blue prints, 
tracings. Metal cabinet file with locking 


doors. 112 tilting tubes handle 60” prints. 
Write today for illustrated folder. 


PATENT NO 1610368. Other Patents Pending. 


SCOTT-RICE COMPANY 
610 S.' Main Tulsa 3, Okla. 














Do A Necter 
Labeling Job Faster 
With—NEW 


BIND-X 


The Revolutionary, Self-Adhesive 
Transparent Label Holder! 


All you have to do is insert typewritten. 
written or printed label in the transparent 
BIND-X window. Then stick it on shelves, 
books, binders, boxes, or any other object. 
Adheres to wood, metal, leather, fiber, glass, 
cloth, plastic. Six inch lengths only 30c 
each. Easily cut. Holds label “2”, %4” or 1” 
wide. Your choice of & transparent colors. 
Ask for new BIND-X at your local stationer 
today. 


IT'S MADE BETTER... 
WORKS BETTER BECAUSE IT'S 


CEL-U-DEX 


1 Main Street Brooklyn 1, N. Y. 
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(Continued from page 151) 
Systems & Procedures Assn. of America, 
Sheraton Hotel, Chicago, Oct. 19-21. 
American Institute of Accountants, 
Palmer House, Chicago, Oct. 19-22. 
National Assn. of Bank Auditors & Con- 
trollers, Roosevelt Hotel, New York, 
Oct. 19-22. 
National Business Show, Grand Central 
-alace, New York, Oct. 19-24. 
National Institute of Governmental Pur- 
chasing, Netherland Plaza Hotel, Cin- 
cinnati, Nov. 8-11. 


The Human Side 


(Continued from page 59) 


not talking about the love you have 
for your wife or your sweetheart, or the 
girl you date, or your brother or sister. 
The kind of love that the Bible talks 
about, and which I’m talking about, is a 
deep, sincere, abiding wish for the wel- 
fare of every person with whom you 
come in contact. That’s the kind of love 
anyone must have if he is going to be 
successful in dealing with people. You 
can’t handle them like you do machines. 

This man took my advice very 
seriously. It was so ingrained in him, 
of course, he couldn’t cure it right 
away. I didn’t expect him to, but in the 
period of a year he had made tre- 
mendous progress and in another year 
he was a changed person. Since then 
he has had a promotion and now is in 
line for another. He couldn’t possibly 
have gotten that job and he couldn’t 
have held it the way he was several years 
ago. Is it worthwhile to take a little 
time to work with people? 

There is the sanctity of vacations 
When a person has selected a vacation 
time and we’ve approved it, that’s his 
time. Only the most dire necessity would 
cause us ever to change it. This business 
of calling a girl or a boy two days 
before they are scheduled to go on 
vacation to say, “Tom, I’m sorry but 
you can’t go next week. You'll have to 
put if off until next month,” we just 
don’t do. It’s inconvenient, but we have 
to arrange our affairs so that when a 
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A 


No snagged hose! 
No bruised shins! 
with NEW 

“STYLINE’ STANDS 


No crossbars to bruise shins 


Offers most leg room 


“ 
© No sharp edges to snag hose 
= 
a 


Assembles in less than 3 minutes 


Modern styling offers most leg room... 
ends complaints, increases employee effi- 
ciency. Users every where praise its sway- 
proof construction. Elevator base easily 
shifts to legs or casters. Other models. 
NEW LOW COST | 

“EXPANDO” POSTING TRAY 

© Expandable to 91/2" 

© Holds 1900 sheets, 25 guides 

e Handles variety of card sizes 

© Weighs only 41 Ibs. 


Eliminates search time, speeds posting. Designed 
for modern machine bookkeeping systems. Even 
pressure keeps records at best posting angle. 
Sturdy stand to match. Dust-proof hood with 
lock, available. 


Wid Literature! 


Send FREE literature as checked: 
{] ‘‘Styline’ stands {] “Expando” trays 


Weber Brothers merar works 


106 North Jefferson St., Chicago 6, Ill. 
QUALITY PRODUCTS SINCE 1885 { 


mw we we eee ae ee eer 








AMERICAN AGENT WANTED 
BY LARGEST MANUFACTURER 
ON EUROPEAN CONTINENT OF 


RIBBON SPOOLS 


Over 400 different models 
and styles for every machine. 
Favorable Prices 


REGENTROP & BERNARD 
Wuppertal-Elberfeld, Germany 














TYPE CLEANING MADE EASIER 


with the amazing 


Typists and business 
machine operotors want 
*Norto Plastic Type Cleaner 
—it's easy to vse—no mess 
— no liquids to spill * Marking Devices, ete. 
*NORTA THE ORIGINAL PLASTIC TYPE CLEANER 
Free somple sent upon request write to > 
NORTA DISTRIBUTING COMPANY 
——— 1165 Broadway, New York 1, N. Y. 


@ BooxkKeePinc 
@ CALCULATING 4 
@ ACCOUNTING? 


eed Write for 
current prices. 


321 BROADWAY «© WEW YORK? fi. ¥ 


P. Since 1927 WO 4-1240° cable: Hodgmach 


ADDING MACHINE PARTS 


Serving Dealers for 20 Years 
Write for Our Cataloa 
TTT en ery ||| 
|. A. DEHN, JR. 


The Pioneer Adding Machine Parts Man 
ADDING MACHINE PARTS EXCLUSIVELY 


P. O. Box 144, Elmhurst Station, 
Oakland 3, Calif. 





| only 


person has made his plans to go on a 
vacation he can go if he wants to. Now, 
they do change sometimes. If you ask 
them, “Would it suit you to change?” 
and they can do so readily, we may 
change them, but if they say, “No, I’ve 
made my plans and I’d like to go if I 
ean,” they go. We make it possible for 
them to go as scheduled. 

We try to put promotions through 
even if it hurts us. There is nothing 
that hurts a person worse than to find 
out later on he was named for a promo- 
tion and had a good opportunity, but 
the boss turned it down because he was 
so good in the job he didn’t want to 
lose him. Sheer selfishness! The boss 
didn’t want to bother to train somebody 
else; he didn’t want to bring somebody 
else along. What does it do to the in- 
dividual ? What happens to his prestige? 
So even though it hurts, we promote 
for the general good of the organization. 

We have a very curious custom down 
in this provincial town of ours. The 
cireus comes to town just for one day 
a year and the president sends a no- 
tice to all department heads saying 
that everybody who wants to go to take 
their small children to the cireus in the 
afternoon can have the time off at the 
discretion of the department head. Old- 
fashioned, isn’t it? To me, it is a lovely 
thing. A young married man and his 
wife who is working, who have small 
children and don’t want to be caugh. 
in the lateness of the hour and traffic 
jam at night, can go and take their 
children to the cireus in the afternoon. 
Not only that, we buy the tickets for 
them. I don’t mean we pay for them, but 
we reserve their tickets and our employee 
gives them out and collects for them. 


Some time ago we had an expert and 
I say expert advisedly. He was a smart 
man—a telephone expert. He was going 
to come in and save us 10% of our 
million dollar yearly telephone bill, so 
we hired him. The first thing he sug- 
gested was, cut out all personal telephone 
“alls and permits telephones to be used 
for business. The man who had 
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hired him said, “Oh, no, we don’t do 
business that way. Our folks can use 
telephones for personal calls as long 
as they use them reasonably. We 
wouldn’t think of doing a thing like 
that.” Well, that disgruntled this ex- 
pert very much and a part of the 
promised savings went out the window. 
Let me tell you the sequel to it. We are 
building a new office building to house 
about 2500 people some 12 miles from 
Wilmington. We are putting in 300 
trunk lines from Newark to Wilmington 
and any of our people down there who 
want to make personal telephone calls 
to the Wilmington area can do it through 
our exchanges—tree. Is that going a 
long ways? What’s the cost of it com- 
pared with that extra will to work—that 
10% or 15% more work that employees 
give when they are working happily. 
You get it back again. These nice things 
you do, don’t cost you anything. You 
get the credit for being wonderful. As 
another phase of humanizing our man- 
agement, we try to use the physically 
handicapped wherever we can. Two or 
three years ago I made a summation of 
the handicapped people in my division. 
I had a hundred people. I had one man 
who was totally blind, a girl who was 
totally deaf and could hardly talk—I 
couldn’t understand her at all. I had a 
woman with a cleft palate and a bad 
speech deficiency. I had a boy with a 
crippled ieg, a woman with a deformed 
back, a man who was a victim of shell 
shock from World War I who had the 
mental capacity of an 8-year-old boy, 
and I had several workers who were close 
to 60 when they were hired. Every one 
of those workers earned his or her pay. 
Every one was on a job that he could do 
just as well as a person who was 
physically whole. The man with the 
8-year-old mental capacity ran the 
elevator and was so careful it was pain- 
ful to watch him. You didn’t dare violate 
a safety or operating rule when he was 
in charge. His one-track mind was 
trained just that way. 

Now consider what humanization does 
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$65.00 


plus $3.90 
Federal Tax. 


Acpress-R Jr 
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METAL PLATE 
ADDRESSING MACHINE 
that prints thru a ribbon. The most practical 
of all types. SPEED 1000 impressions an hour. 


Embossed plates cost 5¢ each. 
Mail orders filled in 48 hours. 
A GREAT TIME SAVER 
made by 


NETTLE MANUFACTURING CO. 
27 Huntington Ave. Boston 16, Mass. 


Send for circular ''E'' and 10 day free trial offer. 








arv0Ae, 


STEEL SHELVING 


with new, rigid 
“Twin-Post" corners 


Here's the one shelving that 
has both the strength and fine 
appearance for most of your 
office, storeroom and ware- 
house shelving needs, 16 gauge 
"'Twin-Post'' corners are actu- 
ally 2 posts with 3 strong cor- 
ners , . . Shelves fit tightly, 
everything stays in line. Finish 
is smooth baked-on Airline 
Grey or Olive Green enamel. 
18 or 20 gauge shelves avail- 
|] able in a wide range of sizes. 


See your office supply dealer 
or write us for specifications. 


EUBAUVER MFC. CO. 


2013 Central Ave. Minneapolis 18, Minn. 


i 


A 
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na" NOW . . . YOU CAN MAKE not mean. Humanization does not mean 


DRY Photo COPIES coddling people or spoiling people. It 


of anything typed, written, printed or drawn does not mean a lack of respect for 
IN YOUR OWN OFFICE rules or for management. Our people 


with EXACT-PHOTE-COPY are expected and required to perform 


DRY PROCESS MACHINE their work efficiently, to do a fair day’s 
Speedy © Easy © Economical work, to do it accurately and to be 
Prices start at $80.00 agreeable and compatible and coopera- 

Peace tor literature on our tive while they are doing it. The right 
GENERAL PHOTO PRODUCTS CO., Inc. kind of an employee doesn’t want favors. 
CHATHAM, NEW JERSEY There is only one thing he wants—to 

know what the rules are and to be sure 


“K-LINE” Self-Locking Posts = | those tules are going to he administered 
POLISHED ALUMINUM | we impartially an consistently. 
EFFICIENT | That’s all. 
NO noe “5 Managing is a complex job. It takes 
PERMANENTLY Ett a lot out of you when you give your- 
 atokaae af im / =%j- ~—_- self’ to your people, take their troubles 
BINDERS. VARIOUS rg Sy on yourself and help them solve them. 
Ne FOR Ya y =| But the satisfaction is tremendous. 
5/16" & %'' HOLES Think how dependent a worker is on 
Ser D INCHES TO you as a manager. You almost hold in 


the hollow of your hand his financial 











Prices with full details on request. 


W. R. KLINE CO. progress, his happiness, his welfare, al- 
440—73rd Street Brooklyn 9, N. ¥ | most his very life itself. If you love 
people and if you like to work with them 


PHON PROBLEMS and do for them and see them develop 
SOLVED and expand and make something of 


1. Safeguarding privacy. themselves, you can help them in a 
2. Quieting the office. hundred ways that are intangible. If 
3. Better hearing—noisy places. | you are harsh and unreasonable, petty, 
HUSH-A-PHONE | small, you can make their lives miserable 
Model for all types} | for them in little things and ways that 
of phones and dic-| | they cannot put their finger on, they 


eae vonage just know they don’t like it, they are 
/unhappy. There is a_ tremendous re- 


HUSH-A-PHONE 


65 Madison Ave. sponsibility on us as office managers, to 
provide opportunities for the persons 
ieee who work for us so that they may be 
! “ | happier, more satisfied, and have a more 
ginal ‘OUTLOOK | expanding life. What a challenge and 
ENVELOPE | what a satisfaction it is to those of us 


Today's Standard who accept the challenge | and meet it: 


+ Anal aogc doing unto all of God’s children who are 
Cellulose in business, just as we would want to be 


Transporency | done by. It can be done, it is being done. 
Guten feature posi- : ° 
ned to suit your It’s the right thing to do and it pays. As 
particular needs. They cave “cost of addressing ‘ on 
—eliminate errors. Used the world over. Write the years go on, more and more of us 


for samples ‘and prices today will glory in the opportunity of build- 
OUTLOOK ENVELOPE CO., Est. 1902 ing lives while we are building enter- 


Originators of “Outlook” Envelope: 


W. Washington Bled. Chicege 7 Mlinen | prises. 
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RITE-LINE COPYHOLDER 
WITH THE NEW TELESCOPIC EYEGUIDE 


Accommodates all widths of copy from a 
machine tape to 20 inches. Price, including 
the new Telescopic Eyeguide: $1775 





TAX EXTRA 
FREE TRIAL OFFER. Write, asking us to send you 
a RITE-LINE Copyholder with the understanding you 
may return it without charge within ten days. 


RITE-LINE CORP 1025 15th Street, N. W. 


Washington 5, D. C. 











TRi poster —compact, portable, multiple hand 
posting machine — posts up to seven records 
simultaneously and accurately. 
TRiposter offers the lowest cost in the 
bookkeeping machine field. 

For additional information write— 
ViSirecord, Inc., COPIAGUE, L.I., N.Y. 
In Canada, V/SIrecord of Canada, Ltd. 
266 King Street, West Toronto |, Ont. 
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Are all your typists 
Yt te th 
IF NOT — ~« 
YOU NEED 


KARLO 


POSTURE 
MACHINE STANDS 


Karlo Stands are adjustable to 
the height of any operator. 
This means less fatigue, fewer 
errors and more 

production. 

Write for 

literature 

showing all 

models, 


MANUFACTURING CO. 
a 32 IONIA AVENUE, SO 
GRAND RAPIOS 2, MICHIGAN 


y9O0R4R 


EN fur 
ey vi \ 


NUMBERING | 
MACHINE 


There's big de- 


mand for Force 
Columbia wherever 
large, readable 44” 
figures are needed. 
Write for price lists 
and catalog. 


WM. A. FORCE 


we: 
ae ‘ 
2ZIiOMNMICHOLS AVENUE |e eeeek See. oe | w.Y 


SALES OFFICES NEW YORK CHICAGO, SAN FRANCISCO, CANADA 
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ber Is Vice President 


Mrs. Eberhard 
Lothar Faber has 
been elected a vice 
president of Eber- 
hard Faber Pencil 
Co., Brooklyn, N.Y. 
it was announced by 
Louis M. Brown, 
president. Mrs. 
Faber is the widow 
of the grandson of 
Eberhard Faber 
who founded the company in 1849. She 
has been a member of the board of 
directors of the company since 1949 and 
has been increasingly active in manage 
ment affairs in recent months. In her 
new capacity, she will serve as a member 
of the management committee and assist 
in the general management of the busi- 
ness. 


Mrs. Eberhard L. Faber 


Burroughs’ Executives 


Willis E. Morgan, formerly general 
sales manager, was named vice president 
of marketing of Burroughs Corp. by the 


Willis E. Morgan Ray R. Macdonald 


board of directors. Ray R. Macdonald, 
formerly export manager, was named 
general manager of a new international 
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activity and placed in charge of all sales 
and service operations outside the U. 8. 
and Canada. Ray R. Eppert, executive 
vice president, in announcing the ap- 
pointments, explained that a separate in- 
ternational activity had been established 
in recognition of the growing importance 
of export business in the corporation’s 
overall operations. Noel L. Mudd, for- 
merly assistant general sales manager, 
was named to succeed Mr. Morgan as 
general sales manager. Leslie J. Peters, 
formerly export service manager, was 
appointed service manager in the new 
international activity. 


Monroe Appointments 


Fred R Sullivan 
has been appointed 
executive vice pres- 
ident of Monroe 
Calculating Ma- 
‘hine Co. He started 
with Monroe 19 
years ago as a fac- 
tory cost clerk, be- 
came internal audi- 
tor in 1946, assis- 
tant secretary in 
1947, controller in 1949, and vice presi- 
dent in 1951. Other organization changes 
announced by W. G. Zaenglein, president, 
include establishment of Monrobot Corp. 
a Monroe subsidiary, with E. J. Quinby 
as president, which will engage in the 
development and production of Monroe’s 
electronic calculator. Howard M. Fleming 
has been named director of Monroe 
research, succeeding Mr. Quinby. Roy 
F. Westerberg has been appointed assis- 
tant treasurer and E. L. Heydecke 
succeeds him as credit manager. 


Fred R. Sullivan 
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Exsior to Use” 


SoundScriber'’ 


DICTATING EQUIPMENT 
means more and more / | 
to thousands 


on the road 


SoundScriber frees salesmen from the 
time-eating drudgery of typing or writing reports—gives 
them 20% more selling time. With SoundScriber they 
talk reports, memos, and letters ... privately in hotel room, car or train— 
then slip the little green disc into an envelope, add a 3¢ stamp and drop 
down the mail chute for home office transcription. That’s all there is to it! 


What’s more, SoundScriber is the lightest all-purpose machine .. . salesmen like to 
take it with them. Learn how the easiest-to-use of 

all dictating equipment saves time and money 
on the road and in the office. Mail coupon today. SoundScriber Corp., Dept. 0-6 


Only SoundScriber Offers You: New Haven 4, Conn. 
1. Automatic On-the-Dise 4. Lightest All-Purpose Send sample disc and literature. 


Indexing. Machine. 
2. Two Arm Flexibility. The only dictation disc 
useable on long play- 
3. Mail-Chute Size Discs. ing phonographs. 


SEND TODAY 








DEALERS! Why not sell the only 


card index addressing system that is available to Dealers? 


Harmon P. Elliott 
143 Albany St. 
Cambridge 39, Mass. 


reset ‘cide 
An Elliott address card is actually 
also an index card, and a file of Elliott 
address cards can therefore be kept up 
to date and in alphabetical order at 
all times. 


We supply this simple clamp that 
snaps over the platen of any type- 
writer. 


Then the address cards are inserted 
and turned into typing position. With 
the ribbon *‘ON”’ they are indexed 
and with the ribbon ‘‘OFF"’ they are 
stenciled. 


Then they are filed in sectional steel 
filing cabinets exactly like index 
cards, and you can add sectional 
cabinets as your list grows. 
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Elliott address cards are inserted in 
this $50.00 Elliott addressing ma- 
chine by the crayful. 


Each time the lever is sean a dif- 
ferent address is printed. 


And the address cards are removed 
from the addressing machine in the 
same way. 

Hundreds of Office Equipment Dealers are 
now selling the Addresserette. 


° ADDRESSING 
MACHINE CO. 
Dept.D,199 Albany St., Cambridge 39, Mass. 
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A. C. Buehler Jr., vice president; A. C. 

Buehler, president, and A. F. Bakewell, gen- 

eral sales manager, Victor Adding Machine 

Co., with the millionth Victor unit which, in 

continuous operation since Dec. 10, 1952, 
has reached almost 12 million strokes. 


SoundScriber Appointments 


R. W. Davidson, vice president and 
general sales manager, SoundScriber 
Corp., announced apointment of D. 8. 
-aterson as distributor for SoundScriber 
equipment in the Wilmington, Dela., area 
and Frank M. MeMillan as manager of 
the Springfield, Mass., office. 


NOFA Convention 
Cleveland 
captured from April 
26-29 by the mem- 
bership of the 
National Office Fur- 
niture Assn. where 
its 7th annual 
vention and exhibit 
took place. A regis- 
tered attendance of 
almost 2,000 breke 
every record for a 
NOFA magnitude even 
startling the more optimistic among 
original NOFA organizers. In the short 
7 years of its NOFA expan- 
sion has exceeded all expectations with 
16 local chapters now functioning ac- 
tively; 20 expected by the end of 1953 
and 25 within a year. Over 100 manu- 
facturers exhibited a wide variety of 
office furniture products. V. L. Cald- 
well, head of the oftice furniture depart- 
ment of John Wanamaker, Philadelphia, 
acclaimed for his zealous and un- 


was 


con- 


V. L. Caldwell 


convention, its 


existence, 


was 
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tiring work during the past year and 
reelected president. The next NOFA con- 
vention is scheduled from May 9-12, 
1954, at the Hotel Sherman, Chicago. 


NOFA Moves to Chicago 


Headquarters of National Office Furni- 
ture Assn. will be moved from New York 
to Chicago where John R. Gray, execu- 
tive director, will be located. The move 
gives NOFA more centralized head- 
quarters and recognizes the expanding 
national influence of the association 
among office furniture dealers and manu- 
facturers. 


Sales Policy Administrator 

F. P. Ryan, presi- 
dent, Royal Type- 
writer Co., an- 
nounced that Henry 
J. Feaster, assistant 
treasurer, has been 
promoted to the 
position of 
policy administra- 
tor. Charles Gillem 
succeeds Mr. Fea- 
ster as assistant 
treasurer. Mr. Fea- 
ster began with Royal as a typewriter 
salesman at New York in 1947 and was 


sales 


Henry J. Feaster 


¥ 


et 


At the surprise banquet in honor of Edgar B. 
Jessup’s 20th anniversary with Marchant Cal- 
culators, Inc. L. to r.: Wm. B. Tyler and 
Joseph R. Knowland, directors; Harry C. 
Peterson, assistant sales manager; Mr. Jessup, 
president; Judge James R. Agee, director. 
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Don’t drop 
that screw! 


Hold it with an 
H.J.J.. Screw- 
holding Driver 


/ 


Sizes to 
handle 
from *0 
to #44” 
screws 


THE H.J.J. CO. 
268 Marlow Drive 
OAKLAND 5, CALIF. 


End Wraps 
Problems 


@ KEEP WRAPS AIRED, 
K\ DRY AND “IN PRESS.” 


© SAVE FLOOR SPACE. 


eit SORE RRR BERS ARE 
ee RO SRST EME 





Provide check- 

room efficiency. 

End locker room 

» evils—fit in any- 

1 where. Accom- 

modate 3 (or 6) 

} persons per run- 

~ ning foot—coats, 

hats, umbrellas, overshoes. 

Lifetime welded steel construc- 

tion. Modern baked enamel 

finishes. Sold by quality office 
furniture dealers everywhere. 


Mecker ® VALET RACKS ® 
Commercial, industrial Stationary and portable 
and institutional wardrobe equip- om Wardrobe and Locker Racks 


ment and complete checkrooms. for the office and the home 
VOGEL-PETERSON CO.., [121 W. 37th St., Chicago 9, U.S.A. 
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ontrolled Front Feed Stop 
Gives Precision Alignment 


FOR FAST, ACCURATE TYPING 
OF BOTTOM LINE INDEX 
ON ALL VISIBLE CARDS 


10 Card Sizes — $1.85 to $2.30 


Ask Your Visible Systems Supplier 
cr write to PALSON MFG. CO. 
280 Main St., Worcester 8, Mass. 


The PARALINER is a new device for rul- 
ing forms. It has a micrometer-like setting 
knob by which the distance between lines 
is measured. When once set the straight 
edge moves forward the exact measured 
distance step by step, with a slight pres- 
sure of the thumb and forefinger. The oper- 
ation is very simple and anyone can pro- 
duce forms the equal of a skilled draftsman. 


Send for full particulars 
THE PARALINER COMPANY, INC. 
226 Colorado Bidg., Washington 5, D. C. 
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Eraser Co. has 
moved to these larg- 
er quarters at 1068 
S. Clinton St., Syra- 
cuse 4, N. Y. R. 
George Roesch, 
president, said the 
move will aid pro- 
duction of Rush 
FybRglass Erasers 
and _ wire-stripping 
machines. 


advanced to national accounts salesman 


in 1948. He was named a New York 


Group Manager in 1949. Mr. Gillem joined 
Royal as a clerk in the mailing depart 
ment in 1936 and was advanced to the 
controller’s division in 1937 where he has 
successively held the positions of book- 
keeper, cash book clerk, paymaster, and 
payroll 


supervisor of and retirement 


records. 


Hadley Forms to Dealers 

Hadley leaf 
and equipment may soon be 
for the first time through stationery 
stores in almost every community. This 
indicated with the announcement 


accounting forms 


available 


loose 


was 
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that Charles R. Hadley Co. is changing 
from direct to dealer selling of its loose 
leaf line. More than 100 stationery 
stores have already been appointed as 
Hadley dealers it was stated by 
Hadley, president of the 44 year old Los 
Angeles firm. ‘‘Other will be 
appointed as fast as we can select and 
absorb them into our new dealer divi 
sion,’’ he said. Meanwhile the company 
will continue its present policy of direct 
selling for its write-it-once methods and 
edge-punched ecard systems, according to 
V. R. Youngquist, sales manager, who 
stated, ‘‘Our present sales foree in 65 
branch offices will be increased for this 
purpose, ’’ 


Ross 


dealers 


Chas. 5S. Nathan, 
Inc., New York, cele- 
brated its 77th an- 
niversary with a 
showing of Globe- 
Wernicke Techniplan 
furniture. 





SAVE ON 


Write for Free Catalog 


Consolidated 


Office Supply Co. 


711-A S. Dearborn Street 
Chicago 5, Ill. 


OFFICE SUPPLIES 








COMPTOMETERS 
Repaired and Overhauled 
For Dealers 


For information and prices, 
write to John Bialas, 


Chicago Adding Machine Service 
537 S. Dearborn Street 
Chicago 5, Ill. 








NEW ADDRESS 


International Cash Register & Parts Co. 


207 E. EVERGREEN ST., MT. PROSPECT, ILL 





ALL PURE COMMERCIAL 


WAXES 
CARNAUBA © OURICURY © BEESWAX 


Sole Agents 
GENUINE 


*RIEBECK BRAND 


MONTAN WAX 


STROHMEYER & ARPE CO. 
139 Franklin St., New York 13, N. Y. 
* Reg. U.S. Pat. Off. 











For Precisa in Eastern U.S. 


Harold Knecht, 
assistant to the 
late Ivan Sorvall 
who was U. S. dis- 
tributor of Swedish 
adding machines 
and calculators, has 
been appointed by 
Business Products 
Corp. to head its 
dealer division.Mr. 
Knecht has had 25 
years experience in the field having 
been a salesman with Original-Odhner. 
Business Products Corp. are eastern dis- 
tributors of Precisa hand and electric 
adding machines with complete service 
and repair department, and adequate 
stock of parts in New York. Dealers 
will be given free training by factory 
mechanics. 


Harold Knecht 


Changes Firm Name 


Autographic Register Co., Hoboken, 
N. J., has changed its firm name to 
Autographic Business Forms, Inc. The 


older name was closely allied with the 
autographic register, invented in 1883 


eine 6 CASH REGISTERING 
wcHIN 


New illuminated plastic signs for Burroughs 

dealers. The window or wall sign is 13" x 25"; 

the counter sign, 534" x 1034". Copy is red, 
yellow and white. 
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by the company’s founder. Within recent 
years, growth in the firm’s printing 
division has made the production of con- 
tinuous business forms its principal 
activity, more accurately described by the 
new name. Their new factory at South 
Hackensack, N. J., is devoted exclusively 
to the manufacture of business forms. 


Pencil Plays Record 


Eagle Pencil Co. uses an ingenious 
demonstration in one of its advertise- 
ments to show that its Turquoise draw- 
ing pencils take and hold a ‘‘needle 
point.’’ The ad shows a phonograph in 
which the sharpened point of a Turquoise 
pencil replaces the needle. Copy says 
that the point ‘‘held without crumbling 
under the weight of the arm and the 
vibrations of the groove, and played a 
full record with surprising clarity’’ to 
substantiate Eagle’s claim that the 100% 
‘felectronic’’ graphite used in Turquoise 
pencils is superior. 


Paper Wrapping Machine 

A fully automatic ream wrapper ard 
labeler machine, first of its kind in the 
industry, has been developed at the Port 
Edwards mill of Nekoosa-Edwards Paper 
Co. At present one machine is in regu- 
lar operation but three more are being 
built by the Nekoosa foundry. Machines 
will be sold by Griswold & Johns, 4458 
Madison St., Chicago, and all inquiries 
should be directed to them. All patents 
on the machine are held by Nekoosa- 
Edwards. It is capable of a speed of ten 
packages per minute which is in excess 


rat AL _ Multi-color win- 
; dow decal, 8" x 

10", being dis- 

tributed to Royal 


Typewriter deal- 
ers. 


WORLD'S LARGEST MANUFAC Fit 
w TYPCWRITERS 
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famann 
CALCULATING MACHINES 


require minimum of mechanical service 

Long non-rotating setting levers make for speedy 
setting 

Models AUTOMAT S and T have same efficiency 
as large keyboard machines, but small and handy 
size. They are equipped with universal motors 


adjustable to all currents and voltages 


HAMANN 
lor VGetliW wal ici Py Vesa il, | meen 
8 Land Title Building 


Philadelphia 10, Pa 


dealers wanted where 
not + representec 





ALL MAKES AND ALL MODELS 


JLATORS 


WRITE FOR OUR PRICES—TODAY! 


“America’s targest Rebuilders, of Calculators."’ 
This month's special LA5-160, LA5-.200. 100°, Rebuilt. 


Mercury Business Machines Co., Inc 


900 Broadway (Corner 20th St.) New York 3 


GRamercy 7-0055 





AUTOCOPY 
Duplicator Fluid 


For brighter, clearer copies 
—longer runs! Instant drying 
prevents offsetting. Non-in- 
jurious to machines, Practic- 
ally odorless. Available in 
| gal. cans or 54 gal. drums 
Dealers write for complete 
catalog! 


AUTOCOPY, INCORPORATED 


12150 South Peoria St., Chicago 43, Ill. 
18 West 18 Street, New York 11, N. Y. 





| standard 
| mimeo and duplicator papers. 
| ginal 


|; ant 


| by J. A. 








STEEL PERSONAL FILE 


File No. 442 is made of 
heavy steel to last for 
years. Equipped with 
key and strong lock that 
stays closed. Gray ham- 
merloid finish. Inside are 
letter-size folders, alpha- 
betical, monthly and 
blank. Individually 
boxed, 6 to carton. 

Get at dealers or write 
for prices and discounts. 


AMBERG FILE & INDEX CO. 
1601 Duane Bivd., Kankakee, Ill. 


Gemie ngrned fofonhyoad 8 





JUST MAM US YOUR 
LETTERHEAD. PROOF MAIL~- 
8D WITHIN 5 DAYS. NO OBLIGATION, 


JJewberry Engraving Co. 
801 SO. 20TH STREET- BIRMINGHAM 5, ALABAMA 











| handling equipment, 


| of Macey 


of any trimmer operation. It handles 
sizes in all weights of bond, 
The ori- 
idea was conceived by J. K. 
Vanatta, Nepco’s manager of purchases 


and manager of scheduling. 


| Assistant Promotion Manager 


D. P. Sheridan has been named assist- 
manager, promotion depart- 
ment, typewriters and supplies products, 
Remington Rand Ine., it was announced 
Grundy, sales promotion man- 
Sheridan Remington 


sales 


ager. Mr. joined 


| Rand as a sales correspondent with the 
| Shaver Division in 1937, transferring to 
| the Duplicator Supplies Division the fol- 


lowing year. Until 1941 he had the dual 
assignments of Duplicator Supplies sales 
correspondent and _ part-time account 
representative. In 1950 he was trans- 
ferred to the New 
the ACTS 


York home office as a 
promotion 


member of sales 


group. 


Harris-Seybold Buys Macey 
Purchase of Macey Mfg. Co. by 
Harris-Seybold Co. was announced by 
Dively, president of Harris- 
Sevbold. Both are Cleveland firms. As- 
sets of Macey Manufacturing were ac- 
quired by Macey Co., set up as a wholly 
owned subsidiary of Harris-Seybold. 
Macey specialized in the design and 
manufacture of sheet gathering and 
primarily collating 
machinery, but will now also serve as a 
highly flexible project center for some 
of Harris-Seybold’s development work in 
lighter graphic arts equipment. Harris- 
Seybold has been exclusive distributor 
Collators and attachments. 
200 machines have been in- 


George 8. 


More than 


| stalled in printing plants and large of- 
fices. 


Underwood Samas in Chicago 
Appointment of Richard N. Scott as 
manager of the Underwood Samas 
Punched Card Accounting Division’s 
new Chicago office at 341 East Ohio St. 
was announced by Harold R. Russell, 
manager of the division. The appoint- 
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ment is another organizational step in 
the intensive sales expansion program 
being conducted by Underwood Samas 
throughout the western hemisphere, ac- 
cording to W. F. Arnold, vice president 
of Underwood Corp. 


Employee Handbook 


Standard Duplicating Machines Corp., 
Everett, Mass., has published a booklet 
for employees titled, ‘‘ Your Company,’’ 
which clarifies company policies for new 
workers and serves as a reference for all 
others. The attractively presented and 
illustrated text was mostly prepared by 
the company’s shop committee. 


Wausau Sales Executives 


Harold R. Knott, vice president in 
charge of sales of Wausau Paper Mills 
Co., announced the addition of Dave E. 
Marx and Ron J. Garner to their Chi- 
cago executive sales headquarters. Mr. 
Marx had been associated with Thumb 
Merchandise Co. and five years with Port 


Edward C. Inglis, sales manager, Audograph 

Co. of N. Y., shows Ernst Reuter, Mayor of 

West Berlin, how to use his new Gray Audo- 
graph Electronic Soundwriter. 
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BARGAINS 


in rough and 
rebuilt office 
machines 
* 
Write For 
New Summer 
Prices Our Rebuilt Sundstrand 
ADDERS : We offer fair prices, 
: guaranteed rebuild- 
CALCULATORS: ing, prompt serv- 
TYPEWRITERS : ice to users and 
: dealers the world 
BOOKKEEPING = over. Ask for our 
MACHINES 


: quotation on any 
ADDRESSING ‘ make or model 
EQUIPMENT : office machine. 


INTERNATIONAL OFFICE APPLIANCES, Inc 
326 Broadway, New York 7, N. Y., HAnover 2-6700 
Cable ‘‘ADDBOOKAL 











USED, SERVICEABLE 
OFFICE FURNITURE 


for Retail Dealers Everywhere! 


$35,000 stock of used office furniture and 
desks of every description: oak, walnut, 
mahogany, flat top, secretarial. Filing 
cabinets of wood and steel, legal and 
letter sizes. Bank of England chairs and 
other styles. Tables, bookcases, lockers, 
tablet arm chairs, visible file equipment. 


Recent purchase of 10 carloads of used, 
but like new condition, furniture from a 
Government Service Bureau, Banks, In- 
stitutions and Utility firms; enables us 
to offer it to dealers at wholesale prices 
you cannot afford to pass up. 

Our price includes packing for shipment. 
We have 25,000 sq. ft. of display space. 
Prompt service on all orders from one 
piece to a carload. Write for free catalog 
and price list. 


MANHATTAN OFFICE EQUIPMENT CO. 


Maurice (Carload) Kressin-General Manager 
639 New York Ave., N.W., Washington 6, D.C. 
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Huron Sulphite & Paper Co. Mr. Garner, 
who heads the order department, was 
formerly at their Brokaw, Wis., mill. 


Victor Adders in Trinidad 


To facilitate overseas shipments in 
dollar-scarce markets, production of cer- 
tain Victér models in Trinidad, B.W.L., 
began last month in the plant of Simplex 
Time Recorder Co, Ltd. Trinidad allows 
a 5-year income tax holiday with duty- 
free imports to companies setting up 
operations there. 


A carload of used 
office furniture be- 
ing shipped to El 
Paso, Texas, by 
Maurice (Carload) 
Kressin, Manhattan 


Office Equipment 
Co., Washington, 
D. C. 


Used Office Furniture 


The meet the expanding needs for 
good used office furniture, Manhattan 
Office Equipment Co., 639 New York 
Ave., N. W., Washington, D. C., recently 
extended its sources of supply. As a 
specialist in used office furniture for 
many years, Maurice Kressin, manager 
of the Manhattan firm, has since 1944 
been taking care of the requirements of 
large and small dealers in carload and 
smaller lots for used office furniture. Be- 
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cause dealers everywhere are finding a 
growing demand for good used desks, 
chairs and filing equipment, the Man- 
hattan company has established itself 
as a dealer source for such merchandise 
for many years. 


Precisa Appointments 


Precisa Calculating Machine Co. has 
appointed Charles W. Hoover to contact 
and appoint dealers and distributors. He 
formerly had his own business in Port- 
land, Ore., where he handled Precisa 
Adding Machines and, before that, was 
with Burroughs Adding Machine Co. and 
Clary Multiplier Corp. Werner Lang has 
arrived from Switzerland to join Max R. 
Boetschi and Walter Kagi, factory 
trained servicemen in the U. S., to in- 
struct dealers and distributors. 


East German Rejections 


One of Western Germany’s important 
daily newspapers, Die Neue Zeitung, of 
Frankfurt, in its issue of Feb. 23, 1953, 
discusses the inability of the German 
Soviet Zone to fill its merchandise 
orders acceptably. It stated that private 
firms in England, Sweden, France, Italy, 
Switzerland and Persia during 1952 can- 
celled many contracts with the Soviet 
Zone German Republic because deliveries 
were not made on time or because the 
merchandise was inferior. Even the 
Soviet Union during 1952 refused to ac- 
cept shipments of some 25,000 office ma- 
chines. Poland, which had placed orders 
for office machines in the amount of 22 
million rubels, accepted a value of only 8 
million rubels. 


Forms Plant Expands 


Bernard Rice, president, Spot Carbon 
Products, announced expansion of their 
printing plant at 54 Lafayette St., New 
York. Presses installed when the plant 
was first opened in January have proved 
incapable of handling the unexpected 
large volume of business, according to 
Mr. Rice, so a specially designed press 
has been added for spot carbonizing un- 
usually large sheets of 27” x 41”. Their 
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UNIVERSAL 
Cash Registers 




















“Accountant Class” 


With 6 exclusive features! 


1-All totals printed. 


2-12-item autographic de- 
tail strip. 


3-Auxiliary cash drawer. 

4-Ticket issuing. 

5-Accountant’s total bank 
slip. 

6-Accountant’s cash drawer 
total. 


To Approved Dealers... 
Liberal Open Account 




















UNIVERSAL CASH REGISTERS 
95-99 MANSFIELD ROAD 
NOTTINGHAM ¢ ENGLAND 
U.S.A. Distributor 
T. K. McGOURTY, 140 WEST MAIN ST. 
PATCHOGUE, N. Y. 














nU Uy 


=) 


TOTAL 


ADDING LISTING MACHINE 


j/ 


MERI 


FULL KEYBOARD CALCULATOR 


apy ro FABBRICA ADDIZIONATRICE ITALIANA s 4 


VIALE UMBRIA 36 micamo itart 





composing room has been enlarged with 
the addition of another Ludlow typeset- 
ting machine. The firm specializes in 
spot carbonizing by the electronic hot 
wax process for the trade only. 


For Pettersen in Canada 


Carbon Service Bureau, 177 King St., 
W., Toronto, has been appointed ex- 
clusive distributor in Canada of Ma-Co 
Liner and Roll-a-Liner products of Pet 
tersen Mfg. Co. of Santa Barbara, Calif. 


David M. Rapport 


David M. Rapport, president, Rapid 
Roller Co. and a leader in the graphic 
arts field, died April 14. Reared in an or- 
phan home until he was 14, Mr. Rapport 
began his business career as a newsboy. 
In 1913 he invented a lithographie roller 
made without sheepskin and leather. In 
1917 he organized Rapid Roller Co.. The 
plant has a complete chemical laboratory, 
as well as manufacturing machinery con- 
structed according to Mr. Rapport’s ideas. 
In 1932 he was instrumental in the devel- 
opment of the lithographic blanket. 
Surviving are his widow, Freda; his son, 
Lawrence 8S. Rapport and daughter, Max- 
ine Sherwin. 


Carbon paper box of Allen Paper Co., Chi- 
cago, won first prize at National Paper Box 
Manufacturers Assn. convention last month. 
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Plus Computing Machines, Inc. 
Port Huron Sulphite Paper Co. 
Print-O-Matic Co. 


Queen Systems Corp. 


Rapid Roller Co, ; 

Regal Typewriter Co. 
Regentrop & Bernard 
Remington Rand, Inc. . 
Rex-Rotary Distributing Corp. 
Reynolds & Reynolds Co. 

Rising Paper Co. 

Rite-Line Corp. . 

Roberts Numbering Machine Co. 
Roberts Rubber Co., Weldon .... 
Royal Typewriter Co. 

Ruf Accounting System 


Safeguard Corp. 
Sanford Sales Co. 
Schweitzer, Inc., 
Scott-Rice Co. 
Select-O-Phone Division 

Sengbusch Self-Closing Inkstand Co. 
Shredmaster Corp. 

Smead Mfg. Co. 

Smith & Corona Typewriters Inc., 
SoundScriber Corp. 


Peter x 


“L. C...Cover Il 
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Speed-O-Print Corp. 

Spot Carbon Products . 

Standard Manifold Co. zy 
Strohmeyer & Arpe Co. .......... 
Sturgis Posture Chair Co. 


Tab Products Co. .. 
Tauber Plastics, Inc. 
Technygraph Co. .... 
Thomas Collators, Inc. . 
Tubular Specialty Mfg. Co. 
Typewriter Sundries Co. Ltd. 


Underwood Corp. 
United States Envelope Co. 
Universal Cash Registers 


Varigraph Co. 

Vari-Typer, The .... 

Victor Adding Machine Co. 
Victor Safe & Equipment Co. 
Visirecord, Inc. 
Vogel-Peterson Co. 


Wausau Paper Mills Co. : 
Weber Addressing Machine Co. 
Weber Bros. Metal Works .... 
Weston Co., Byron ...... 
Worden Co. Se 





TYPEWRITERS 
ALL MAKES 


REGAL'S NEW YORK warehouse 
and 80 stock depots carry a re- 
volving stock of 10,000 machines. 


| { Se 


wf" ¢., Rae | 
ie Fi 4 
me ff 


REGALRITE BRAND 
RIBBONS AND CARBONS 


e 
THE UTMOST IN QUALITY 
THE LOWEST IN PRICES 


Proven—Best by Test—Best for Less 


* 
REGAL TYPEWRITER COMPANY, INC. 


200 HUDSON ST., NEW YORK 13, NY 
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The Smart Way to 
FILE STENCILS 


Available in 50 and 100 page capacity. 
Contains index, numbered pages and pro- 
duction record sheets. Special oil-treated 
pages keep stencils moist and flat for 
future use. Prices Reduced 
50-page capacity : 

100-page capacity ; 

TECHNYGRAPH C0., Techny, Ill. 
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Private Business 


NUMBER of industries are 
concerned over a strange and 
disturbing procedure put into 
effect some months ago by the 

General Services Administration in 
Washington. We ourselves are con- 
cerned only with its effects on office 
products. GSA, as most readers 
know, is Uncle Sam’s official ageney 
through which all manufacturers 
must go if their office equipment 
and supplies are to be sold to the 
Federal Government and its many 
subdivisions. It should also be 
remembered that Uncle Sam is by 
manyfold the largest single em- 
ployer of office workers, hence the 
largest single buyer and user of of- 
fice equipment and supplies in the 
world. 

Back some time in 1952, many of 
the larger users of office equipment 
who had defense orders from the 
government in their plants were di- 
rected to purchase their office equip- 
ment and supplies from the nearest 
GSA depot. A considerable number 
of these defense contractors have 
been doing so. 
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During the past 20 vears, govern- 
ment in the United States has 
undertaken activities in numerous 
fields together with, and in some 
‘ases in competition with, private 
business. Maybe such invasion of the 
free enterprise system was the right 
thing to do. Maybe it was not. Con- 
gress alone ean be the deciding fae- 
tor. Certainly the cost and produe- 
tion of defense orders is a matter of 
primary concern to government. Nor 
can there be any gainsaying the fact 
that the cost of office equipment and 
supplies enter into the cost of de- 
fense contracts to the government. 
A justifying conviction on the part 
of GSA is in the privilege it retains 
to repossess at a later date the office 
materials sold to defense contrac- 
tors, It ean seareely do so with 
many of the supplies items that are 
continuously consumed. 

These defense contractors are 
private business. The privileges en- 
joved by government in the procure- 
ment of everything it buys are not 
rightfully the special franchise of 
any private business. Boiled down 
to essential morals, though GSA has 
the responsibility. of supplying any 
government agency, it does not have 
the right to supply private industry. 

Since the administration in Wash- 
ington is following a policy of tak- 
ing government out of any activity 
which can be as well or better per- 
formed by private business, it is to 
be hoped that the practice permit- 
ting GSA to sell office equipment 
and supplies to private defense con- 
tractors will soon become a dead 
pigeon. 


THe Orrice—June, 1953 
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